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Date Chapter | Section Before Change After Change File Name

9/22/2022 11 11.3.2 | 1. The use of privatelpwned 1. The use of privatelpwned Chapter 11
vehides for outof-state travel vehides for outof-state travel TravelPolicy
should require prior approval of | requires prior approval of the
theappropriateédrganizations appropriateéOrganizations authority
authority.

3. Vehicles from FleeServices
3. Vehicles from FleeServices should be usefbr in-state travel
should @ usedor in-state travel | Reimbursement for use of privately
therefore, reimbursement for use owned vehicles for wstate travel is
of privately-owned vehicles for in| discouraged. Organizations may
state travel is discouraged. allow exeptions to this policy, but
Organizations may allow in no caeis the total amount
exaeptions to this policy, but in n¢ reimbursedor in-state mitage to ar
cas should the total amount individual on a single dagllowed to
reimbursedor in-state mieage to | exceed the Fleet Services daily
an indvidual on a single day discounted rental rate for a compa
exceed the Fleet Services daily | sedan. Board andommission
discounted rental rate for a membes are excluded from this
compact sedan. Board and provision.
Commission membsrare
excluded from this provision. 4. When using arpvately-owned
vehicle for State travel, the
privately-owned vehicle policy is
soldy responsible for all insurance
coverage. The employee should
contact the vehicle insurer to discu
coverage available/required when
using the privatehowned vehicle
on Sate business.

9/6/2022 7 7.6.2 | If thesupplieds invoice and the | If thesupplieds invoice and the PO| Chapter 7
PO are not in agement, the are not in aggement, the difference| -urchasng
difference must be chged or must be chayed or credited to the | Disbursements
credited to the proper account o | proper accountmthe Statés PQ as
the Staté PQ asaChange Gder | aChange Gder or as a Direct Clain
or as a Direct Glim,as (if it meets a Direct Claim eeption
apprriate. under7.3 Dired Claims), as

appopriate.

9/6/2022 7 7.5.5 | Change orders are to be used fo| Change orders are to be used for g Chapter 7

all adjustments (increases or adjustments (increases deceases)| -y "

decreases) to both regular and
Open Order POs.

to both regular and Open Order PO
When an invoice is suhitted that
exceeds the remainingalanceon

the PO, the Organizations must
complete a Chang@rder, unless the
amount that exceeds the remaining
balance meets a Direct Claim

exceptiom | see7.3 Dired Claims.

Disbursements
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9/6/2022

7.5

A PO is required for purases

A PO is required for purases

Chapter 7

exceedings10,00 (individually or | exceeding10,00 (individually or in| -urchase

in aggregate). aggregatevhich include multige Disbursements
purchaes to the sanmmupplier
during the fiscal yedr

9/6/2022 7.3 General General Chapter 7
1. All expenditures not exceeding 1. All expenditures not exceeding | Hoy "9
$10,000 (individually or in $10,000 (individually or in Disbursements
aggre@td. A purchase must not | aggre@te). A purchase must not be
be split into multiple transdions | split into multiple transactions unde
under $0,000 to circumvent the | $10,000 to circumvent the State
State Procurement Code. Procurement Coddultip le

purchases to the same supplier
during the fiscal year that exceed
$10,00 require a PO to that
supplier.

9/6/2022 7.2 A PO is required for purchases | A PO is reuired fa purchases Chapter 7
exceeding $10,000 (individually | exceeding $10,000r(@ividually or | Hu"25"
or in aggregate). in aggregatewhich includes Disbursements

multiple purchases to the same
supplier during the fiscal year

9/6/2022 6.6.9 | POs change orders, and Direct | PO change orderand Direct Claim | Chapter &
Claim Vowhers ned te aproval | vouches for all organizations ber | Approvals
of DEMA to ensure that thanthe Déaware Emergery
expenditres meet all federal and| Managment Agacy DEMA),
state policies prior to requesting | need the approval of DEMA to
reimbursement &m the feeral ensure thatx@enditures meet all
government. federal and statpolicies prior to

requesting renbursement from the
federal government.

9/6/2022 6.6.2 | This approval is rguired for all This approval is rquired for all Chapter 6
insurarce-relatedPOs and direct | insurarcerelated ®s and direct Approvals
claim transactions for agencies | claim transactions fdDrganizaibns
other than &atewide Benefits other than $atewide Benefits
Office/Insurance Coverage Offic¢ Office/Insurance Covage Office of
of the Department of Human the Department of Human
Resources. Resources.

9/6/2022 6.6 | Homeland SecuytGrant Homeland SecurtGrant Chapter &
(Appropriation 40213} Comment| (Approjriation 40213) Approvals

Comment:

For all FOs or Diret Claims other
than the Deaware Emergency
ManagemenAgencyof the
Department bSafety and Homelan
Security.

Budget and Accounting Policy Manuzrrata

Page2 of 188



Changedo the Budget andccountingPolicy Manual

8/11/2022 12 128.1 | 1.Immediately ntfy JPMC at * | Immediately notify JPMC at-800- | Chapter 12
800-270-7760 and advisthe 316-6056and advise the - PCard
representati@that tre callpertains | representative that the call pertain
to a Sate of Delaware Visa PCar( to a Sate of Delaware Vsa PCard.
representativeare available 24 | Bank Represntatives are available
hours aday, 7 days a week. JPM( 24 hours a day7 days a wek.
will immediately deadvatethe JPMC will immediately deactivate
card. the card and issuerewcad, which

is delivered to DOA withirseven to
ten business days.

8/11/202 12 12.63 | Immedately notify JPMC at 1 Immediately ntfy JPMC at 3800- | Chapter 12
800-270-7790 and advise the 316-6056and advise the - PCard
representative that the #gertans | representative that the call pertains
to a Sate of Delaware \&a PCard| to a Sate of Delawee Visa PCard.

Bank Represntatives are Bank Repreantatives are available
available 24 hours a day,daysa | 24 hous a day/ daysa week.
week.JPMC will immediately JPMC will immediately deactivate
deactivate the card andie a the card and is® anewcad, which
redacementad, which is is delivered to DOA within seven tg
delivered to DOA within seven tg ten business days.

ten busness days.

8/1/2022 6 6.6.2 | This approvéis required for all This approval is required for all Chapter 6
insurarce-related POs and direct | insurarcerelated POsand direct Approvals
claim trarsactions claim transations for agencies ther

than Statewide Benefits
Office/lnsurance coverage Office @
the DepartmentfdHuman
Resources.

8/1/2022 6 6.6 Insurarce- Comments: Insurance Comments: Chapter 6
For All insurance POs or Direct | For All insurancePOs orDirect Approvds

Claims.

Claimsby agencies dter than
Statewide Benefit®ffice/Insurance
Coverage Officef theDepartment

of Human Reources
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7/182022

7.12.2

7.12.3 NonrPetty Cash Account
Management

7. Maintan a ledger of all
transations forreconciliation to
the bank account and reconcile t
ledger to the bank statemt each
morth.

8. Maintain the statemé&nand
recanciliations base on the
Organizaionés archiving policies

7.12.2Non-Petty Cash Account
Management

7. If permitting debit cards, the
account astodian should authorize
the indviduals with the bank and
maintain ovesight of the debit
cards, irluding distrituting the cad
as neded or ‘erifying possession of
the card at least quarterly; appirg
and monitoring theendng oneach
card: and clsing anddestroying
card no longer needed.

8. Maintain a lelger of all
transactions for reconciliatn to the
bank account anaconcilethe
ledger to the bank statement each
month. Report discrepansie
immediately to the accmt
custalian and Organizatio
management

9. Identify employees who are
responsible fopreparing ad
approving the bank account
recondliations, segregaidfrom
those empbyees with other cas
receipt and disbursement functiong

10. Maintain the stat@ent and
reconciliations basd on the
Or g a ni araghivinggpdioies

Chapter7 i
Purdhasing

and
Disbursements

7/18/2022

7.122

7.12.2Petty Cash Accaut
Managenent andReplenishment

7.12.2.1 Account Management o
Petty Cah Accounts

7.12.2.2 Remnimentso Petty
Cash Accaonts

7.12.3 NonPetty Cash Account
Management

7.12.2 NonrPetty Cash Aaount
Management

7.12.3PettyCash Account
Management ahReplenshment

7.123.1 Account Management of
Petty Cah Accounts

7.123.2 Replenishment® Pety
Cash Acounts

Chapter7 i
Purchasing
and
Disbursements
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7118/2022 7 TOC | 7.12.2 Petty Csh Account 7.12.2 NonPetty Cah Account Chapter7 i
Management anBeplenishment | Management Purhasing
Disbursements
7.12.3 NonPetty Cash Acamt 7.12.3 Petty CashAccount
Management ManagemenandReplenishmen
6/15/2022 13 13.10 | 1.Project costs totalingl$million | 1. Froject cats totéing $1 million Chapte 131
and oveii mustusethe Statés and oveii mustuse the Stafs Asset
financial mangement ad financialmanagement ah Management
accouning systenis Project accountigy systends Project Costing
Cosing module to record all cost{ module to record all costs assated
asso@ted wih the projet with the poject Chapter 41
(Chapter 41 Budgeting, Section | Budgeting, Sedion 4.8 Project
4.8 ProjectCosting); Costing);
2. Project sot#otaling $100,000 | 2. Repé& or upgradeprojects
up to $1million i mustuse the totaling $1 million an over which
Statds financial management an( increaseahe utility of theunderlying
accountig systenis program as®t or exted the assdb estimated
codes (major ominor) to record | usefl life are considered Mor
all costs aszciated with he Capital ImprovemenProjects or
projector can useProject Costing;| Major Capitd Improvements for
budgetingpurposes. Thegerojects
3. Project costs under $100,000 | Must use RsjectCasting.
can be coded ithe regular
manner of egensedut can use | 3. Project sotsotaling $100,000 up
program cales or Project Costing| to $1 millionT mustuse te Statés
financial management and
accaunting systerés program codes
(major orminor) to record all costs
assocatedwith the project or can
use ProjecCosting.
4. Project cets unde $100,000 can
be coded irthe regular manner of
expensedut can usenpgram cods
or Projec¢ Costing
6/15/2022 12 12.4.2 | 4. Prior toissuing a PCartb an 4. Prior to issuing a PCard to an Sgap;erﬂ'f
ar

employeethe Organizéon must
ensure the emple@g is trined and
understand€hapter 12 othe
Budget and Accountinglanual
and the Organizati@gnBPCad
Internal Control Blicies and
Proedures.

enployee, the Orgaization must
ensure the emplyee is trained and
undersandsChagers 11and12 of
the Budget and écountingPolicy
Manual and th®©rganizatio® s
PCardinternd Control Policies and
Procedures.
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6/15/2022 12 123.3 | 1. The Sample @ard Irternal 1. The Sarple PCard Internal Chapter12i
Cortrol PoliciesForm(P0O014) Cortrol Policy Form (PO02) may | PCard
may be usdé . be useé .

2. Organizatons mustdesignate | 2. Organizations muslesignatethe
on the PCard lernal Controls following PaymentNet and FSF
Form (PO012), viaich must be roles toensure proper segation ¢
signed by the Ogarizations Head,| duties haveenedablished:
the folowing:
3 b. The PCad Internd controls
3 b. PCard Roles and Internal Certification Form PO012) nust be
Control Form (PO012) are submitted pior to participating in
requiredto be updated as charggye the PCard Pragm. Certification is
ocaur and submittetb DOA required annudly or when a chage
anrually. in authorizatioroccurs durig the
fiscalyear.

6/15/2022 12 12.21 | Segr@aion of duties standards fq Segregation of duties standards for| Chapterl2i
PCard uage andadministration PCard usage and administration | Pcard
must be sictly enforced vhen mustbe strictly enforced hen
assignig job roles. A Ist of roles | assigiing jobroles. A list of roles
andresposibilities, by emjoyee, | and responsibilities, by empyee
shouldbe listedwithin the PCard | shouldbe maintaned wih the PCadl
Roles and Internal Control Form | Internal Contrad Certification Form
(PO012) and further detailed (PO012). There should be three
within each OrganizatiénBCard | separate individuals$ the PCard
internal ©ntrol policy. As detailed transaction appva process with no
in the form, the roles muspecify | cardlolder appovingtheirown
the duties of eacempbyee as transaction as BCard Approver 1o
theyrelate to eeh Organizatiod s| BusinessManayer. Each PCard
PCardprocesss program nusthave, &a mnimum,

two PaymentNet Coordinators to
manageheir PCard responsibilities
FSHPCardroles have no impa on
the ability to hold PaynentNet
Coordinaor roles

6/152022 12 12.2 | A PCard Roles anthternal ThePCad Internal Contrad Sgapgrllf

ar

Control Form (®012 and a
Sample PCarthternal Control
Policies Form (POO0O)4or small
and large Organizations are
availablefor guidance in
edablishing P@rd Internal

Controls.

CerificationForm (PO012) and a
Sampe PCGard Internal Control
Policy Form (PO014 for
Organizations are available for
guidance in establishing PCard
Internal Contols.
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6/15/2022 12 12.1 | Howevert in accordane with However, in accordance with OFEA| Chager12i
OFAC (Office of Foeign Asets | (Office of ForignAssets @ntrol, | PCard
Control, U.S. Department of U.S. Departmenof Treasury)

Treasury), pesoral informaion persoml information (e.g.dateof
(eg., date ofbirth, courtry of birth, home address8).
citizenship, home address)

5/18/2022 4 43.1 Minor Capital Improementprojects are | Minor Capital Improvemenprojects ae Chapterd i
generally used to maiain the effciency generally used tmairtainthe eficiency and| Budgeting
and conditbn d Stateowned failities condition o State-ownedfacilities and may
and may involve recotrsiction, involve reconstruction, renovations,
renovations,or equipmenpurchase equipmenpurchaseTheseprojecs have
These projects havestimatedcods of up | estimatectostsof up to $1,000,000 and the
to $1,000,000 ad the undelying assets underlying assets should carry a life
shout cary a life expetancy of 10 years| expedancy of 10 yea or more In addtion,
or more. Inaddtion, without for budyeting purpose andDivision of
consderation of estimatd @sts,roof, Fadlities Managmentreview purposes
window and dooreplacementspaving roof, window and dooreplacemers, paving
projects, geearator replaements, floor projects, generataeplacements, floor
replacements, HVE replacementsand replacements, HVAC replacements, and
plumhing replacementswill be consdered | plumbing replaementswill be consdered
minor capital improvements. minor capital improvemets. This doesnot

exenpt capitlization of Stae assets in
accordancevith theBudget and Acounting
Policy ManualChapter 13 Asset
Managenent,Section 13.10.1 Castruction
Work in Process (CWIP). Any dest
exceptions to tis threslold must be
submittecto OMB for consideraton and
approal.

4/13/2022 9 9.3.1 School intenal funds ae generally School intenal funds e generally ollected | Chapter 9
collected by theschod district, but the by the schobdistrict, with the didbursement | Receiptof
disbursement of the funds is not at the | of the furdsat the distetion of he £hool Funds
discreton of the school ahority authority

3/10/2022 7 7.4 http://www.budget.delawargov/forms/in | after-thefactwaiver.pdf (delawag.gov) Chaper 7171
dex.stiml Purdasng

and
Disbursements

3/10/2022 5 5.8 Leases include contracts that, although | Leasesnclude contracts that, although not| Chapte 57

explicitly idertified as leases, ne¢ the explicitly identified as leases, mee Procuremert

ddfinition of a leaseContracts for
servicesare not consiered leasesnless
the contract camins bah a leas
component andh sevice @mporent.

definition ofa leaseContracts for services
are not consilered lases unles$e contract
contains both a leascanponentand a
servcecomporent.All newor amended
leases ocontracts containing lease
provisions, either as thedgee or Issor,
must be submitted tDOA by al
Organizations uporereipt of thefully
executeddocumet to ensurenclusion in the
Annual comprelensive Finana Report
(ACFR). The® leaser contrats nust be
submitted to

GAAP.Reporting@dlaware.gv.
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1/19/2021 4 43.1 Major Captal Improvenentprojects Major Capital Improvementprojecs Chapterd i
The projects havestimated costn Theprojects havestimated costs in excesg Budgeting
excesof $750,00 and the underlyig of $1,000,000and the unetlying assets
assets carry a life exmgancy of 20 years | carrya life expectancy of 20 yearsranore.
or more.

Minor Capitallmprovemenprojects
Minor Capital mprovement projects The® projects have estimateostsof up to
These praicts have estimadecosts o up | $1,000,000andtheunderlying assets should
to $750,000andthe undelying assets carrya life expectancy of 10 years or more
should carry a life expectancy 10 years | In addition, without consleration of
or more. estimatedcosts, oof, window and door
repacements, @ving pojects, geneator
replacenents floor replacementsHVAC
replacenents,and plumbirg replacenents
will be consiagtredminor capital
improvements.

10/28/2021 4 4.31 Organizations thifail to submit new Deleted Chapted i
SignatureCardsby the dily 15t dealline Payroll
risk a negativeihding in the Compliance

10/28/2021 13 13102 Establish a @ntrally located Construction| EstHish a catrally located Constrution Chapter 13
File, external to FSF, to includeyt not File, exernal tothe Statds financial Asset
necessarily bémited to, the following: managemerdand accountig system, to Managemat

include, b notnecessarilybe limited to, the
following:

10/28/2021 13 1310.1 | Compktal construction pr@ds are Complete construction projestare entered| Chapter 13
enteed intothe FSF AM malule ky into theStates financial managemet and Asset
DOA. acountingsysems AM module ty DOA. Management

10/28/2021 13 1310.1 | A projed is consideredomplete when it | A project isconsderedcompletewhenitis | Chapterl3i
is ready fa its intendd use and thstatus | realy forits intended use and the status is| Asse
is changed td@in servcedin FSF. changed t@in servic®in the Statés Managemeh

finandal manag@mentand accounting
system

10/28/2021 13 13101 For example, if abilding isrealy for For exampleif a buildingis read for Chapter B
occyang in May, but the emloyees do | occupawy in May, bu the employees do ng Asset
not move in until the following April, the | move inuntil the following April, the Management
building asset shoulde established in building asset shdd be esablishel inthe
FSFAM module in May. Statés financialmanagemerand

accountingsysem& AM module in May.
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10/28/2021 13 1310 The underlyingfuture assetare tracked in| Theunderlying fitureassés aretracked in Chapterl3i
the sysemds AssetManagementodule | the Statés financialmanagemerand Asset
only when theassets are pt into sewice. accountingsystem®s AM module oty when | Management
FSF is available fotrackingthe coss of the a<ets are pt into senvice. The Statés
all projects in¢uding projects that it not | financialmaragemengand &counting
meet the capitlizationthresholds. sysemis available ér trackingthe coss$ of
Requiremats for tracking costs aras all projectsincluding pojeds that will not
follows. meet the capdlization thresholds.
1 Project costotaling $1 million and over | Requirements fotracking costs are as
i mustusethe FSF Prajct Qsting follows:
moduk to record all cost associateith 1 Project costotaling $1 million and overi
the project. mustuse the Statés financialmanagement
2 Projet costs totaling $10000 up to$1 | and accountig sysemds Prgect Costirg
million T mustuse FSFprogram odes module torecord all ost assocatedwith the
(mgor or minor)to record dlcosts project.
associated with the pexct or can us 2 Projectcosts totaling $100,000 up to $1
Project Wsting; million T mustuse the Statés financial
managemerdand accountingsysems
program coés (major ominor) to record all
costs assoated with tle project o can use
Project Costig;
10/28/2021 13 139.3 DOA will make the deermination as to DOA will make the detgrmination as to Chapter 13
which methodwill be used to alculate which methodwill be used to calculaie and | Asset
and report the asstvalues inthe Statés report theasset values in the Staté CFR. Managnment
CAFR.
10/28/2021 13 13.83 - Other (NSF) Special Fuismay show - OtherNON-Appropriged Special Funds | Chapter 13
the saleproceedsas evenue sincetiese (NSF)may show the salgroceedss Asset
funds do not need legisie¢ action to revenue since tkese fundsio not ned Management
increase thir approprations. legislative actiorto increase thir
appopriations.
10/28/2021 13 13.82 All equpment supplies, andmateriel, All equipmentsupples, and mateel, Chapterl3i
including vehicles,purchased in whole or| including vehicles, purchaseith whole or in | Asset
in pat with Stateappropriated funslare pait with Stateappropriatedunds are Management
considered asstd the Sateand not of the| considered asts of the &teand rot of the
State agencywhich holdsor uses tie StateOrganizaion which holds or uses the
materiel. Wha assets held or used by a | materiel. Wienassets held or uséy a Stée
Stak agencyare ctermineda bein Organizaibn are déermined to ben excess
exeess of the agncys nedls, theagency | of theOrganizatonés reeads, the
is responsibléor notifying the OMB/GSS| Organizaibn is respasiblefor notfying the
for apprgriatereallocationor disposal Office ofManagement anBudget
(OMB)/GovernmentSupport Services3S9
for appropriateeallocatio or disposal.
10/28/2021 13 13.82 After all forms araeviewed andproved | After all forms are revieed and approved | Chater 13i
by GSS, Organizationsay submit the by GSS, Orgarzations may submit the Asset
capital asst for dispsal by usinghe capital assefor digposal by usng the Management

dispcsal woksheet within the FSF AM
module.

disposahworksheet within thé&tatds
financialmanaement anéccainting
systents AM module
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10/28/2021 13 13.8.1 Purchase ordemse required fomll assets | Purchase orders are tecpd forall assets Chaper 131
coging $5,000 or more,nduding asset costng $10,0000r more, intuding asets Asset
purchaed with the PCad. It is purchased with the PCault is Management|
recommendethat O ganizationsuse recommended thatr@anizatiors usethe
FSF&s Recéver functonaity to record Statés financial maragement and
asseinformation. accountingsystemd s ez furetionality

to record asseéhformation
3. Organizations must include a Vehicle
Identification Numbertag number, model| 3. Organizationsnust includea Vehicle
number andhe manufacturés nanein Identfication Number, tg nunber, model
the assetecordin FSF forall vehicle number and the manufactugename in the
purchases. asset recordithe Statés financial
managemenand accountingystenfor all
vehide puchases.

10/28/2021 13 137 Depreciation iscalculatedmorthly inthe | Depreciation iscdculatedmonthly in the Chaper 1371
FSF AM nodule bagd onthedate the Statés financial mamgemenard Asset
asset was available for use or placed in| accouning systenis AM module, based on | Management
service thedate theasset was aviable for se @

placd in service.

10/28/2021 13 13.5.10 | The Sateof Delawarehas elected not to | The Sateof Delawarehas elected rdo Chapter 13
capitalize collections placed isavice capitalize collections pted in service Asset
startng in fisca year D10 to expeditehe | starting i fiscal yer 2010 to epedik the Management
completion of tle Statés CAFR each compldion of the Staté ACFR each year.
year. By not caitalizing collections,the By not capitalizing chhections, the Stataso
Statealsohas reduced the amount of tim¢ has educed the amount dfrie and effort
and effort required by Staf@rganizations | requirel by StateOrganizationsd maintain
to maingin thisinformation in the=SF this information inthe Statés financial
AM module. maragenent andaccountingsystents AM

module
10/28/2021 13 13.59 Forexample, a mainframe f&3J, Forexample, a mainframeertral processg | Chepter 13i
unit (CPU), Asset
Management

10/28/2021 13 13.59 Vehicles, firniture, ad equipmen that Vehicles, furnitue, and guipment that cost | Chager 131
cost #5000 ormore that have a useful | $25000or more hat haveauseful ife of Asset
life of one yar or more are recorded in | one yearor more are recorded theStatels | Management
FSF. financid managemetard accouting

system

10/28/2021 13 13.58.1 | The Statés purchasef such easements iy The Sates puchase bsuch easments is Chapte 1371

reportedin theFSF AM module. reported in theStatés financial maagement| Asset
and acountingsystents AM module. Management
10/28/2021 13 13.57 If a capital asdds transfered to a If a capital asat is transfered to a Chapter 13
State Orgaization a the contusion ofa | State Orgnization at tke condusion ofa Asset
lease the asst is adled to theFSF AM lease, the a®t is addeddttheStateés Management
modulebased orthecosts incurred to financid managemerand &courting
purchase the ast includng interestcosts. | systents AM modulebased orithe costs
incurred to purchaséeasset including

Assds purcha®d vialease purchase Interest cos.

agreements are entered into FSF after f

payment has been mada the kase. Assetsgpurchasedvia lease purtase
agreanents arentered intdStates financial
management anatcountingsystemafter
final payment has been ade o thelease.

10/28/2021 13 13.55 Landimprovements meting he $.00,000 | Land inprovements maing the $00,000 Chaper 131
per unit historicatostthreshotl will be perunit historial cost threshold vill be Asset
capitalized and entereéhto the FSF AM | capitalized and entered into tBéatds Managemat

module.

financid management and acating
sydem® AM module.
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10/28/2021 13 13.54 Therefore, all land must be reded as a | Therefore, al land must be recorded as a | Chager 137

captal assetn the FSF AM module. capital asset in th&tates financal Asset
management and aaaating systents AM Managenent
module.

10/28/2021 13 13.5.1 | When purchasing land and buidj When purchasing lanand buitling together,| Chapter 13i
together, he value otheland reeds to be | the valieof the landneedsa be determied | Asset
determined and categdzed separately in | and categezed separately in the Stése Management
the FSFAsset Management (AM) modulg financialmaragemenandacounting

systemsAM module.

10/28/2021 13 13.4 These thresholdsefine the amount per | These thrasolds definelie amount pr s&set | Chapter 13
asset clasification thais requiredto be classificationthat is required tobe reported | Asset
reported h the FSF AMModule, and in the Statds financialmanagemenrdand Managenent
subsequently reported in the CRFThe acounting systemsAM Module, and
threshdds are futherdefined by 1) Sate | subsequently reported the Annual
Capital Asset Threbolds, 2) Medicare Comprehasve Financil Report ACFR).

Capital Assets Thresholds, and 3)Deil | The thresholds are furthdefined by 1)Sate
Capital Asset Tiresholds.Organizations | Capitl Asset Thesholds, 2Medicare
should catact DOA for assistaneor Capital Assets Thresholds, and Belaware
guestimspertainingto the thresholds. Department of Transpaton (DelDot)
CapitalAsset ThresholdsOrganizatios
shauld contet DOA for assistancer
guestiongertainingto the thresholds.

10/28/2021 13 13.2 TheDivision of Accounting (DOA) is The Division of Accounting (DOA) is Chagper 1317
resposible for managing capitalized reonsible for managingcgpitalized &sets | Asset
asets in FSF. in the Statés financial management@n Managemeh

accouning system

10/28/2021 13 13.1 To improve finanial reporting, The States financiahanagement and Chapter 131
accountability, and perational accountingsys e m &set MAnagenrd Asset
efficiencies in manging these capital (AM) module is used to improve financial | Management
asets, the Stataises tle FSF Asset reporting, accountability, anaperation
ManagementAM) module. efficienciesin managng capital assets.

10/28/2021 12 12.52 4. POs for ptchases exceattj $5,000 4. POs forpurchases exceedind®&000 Chapter 12
(individually or in aggregte) are requed | (individually orin aggregatgare requird PCard
for transactional details within the Stéte | for transactioal details wihin the Statés
financialmanagement anakcounting financialmaragementind accountig
systen. systam.

10/28/2021 12 12.3.1 | 3. 3. Chapter 12
a. Purchases of $8) or less a. Purchass 0f$10,000 o less PCard
b. Rurchases over $,000 b. Purchaseover $10,000
- All current puchasng and acountirg - All current purchasing and accounting
proceduresemain in eféctfor purchase | procedures remain irffectfor purchases
over $5,000. over $10,000.

10/28/2021 10 10.7.4 | The Single Aulit is compléed after the The SingleAudit is compléed afer the Chapter 10
StateCAFR auditand uses thedsic State®s Annual Comprehesive Financia Grants
finandal statemats and anyifding s Report(ACFR)auditand uses thbasic Management
from there as the beginning of the Seng | financialstatements anany finding sfrom
Audit report. thereasthe begnning of theSingle Audit

report.

10/28/2021 3 3.4.2 For GAAP and CAR purposs, For GAAP andACFR puposes, Chapter 3
govenmental accounting treacionsand | govenmentl acountingtransactiongnd Delavar e
events ae recognizedon either tle accrual| events are m@gnized on either the anal Accounting
basisor the modifiedaccrual basis basis or the mofled accual basis. Framework
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10/28/2021 3 34 The GAAPstaements, as psented in the| The GAAP satements, as presentecdthe Chapter 3
CAFR, are tle official record of the ACFR, are theofficial recad of the firancial | De | a wa
financial activities of the Ste. Both of activities of the Stee. Both of theséases Accounting
these bases arerther describdin this arefurther desribed in ths Chapter. Framework
Chapter.

10/28/2021 3 3.3.2 MeasuremenFocus of Acountirg for MeaaurementFocus of Acaounting for Chapter 3
CAFR Reporting ACFR Reporting Delawar e

Accouning
Framework

10/28/2021 3 3.3 Thisreporting isachievedthroughthe This repating is achievd through the garly | Chapter 3i
yearly submisien of the CAFR. The submissdn of theACFR. The irformationin | De | awa
informationin the CAFR is segregated the ACFR is segregted accading to runds | Accounting
according o Funds and covers aif the and covers all of thEtatéd s artial n Framewvork
Statés finandal activities. activities

10/28/2021 3 3 Each yearthe State ppares th Each yeas the State prepardbe Annual Chapter 3
Compehenge Finartial Report (AFR) | Comprehenise Finandal Report ACFR) as | Delavar e 6
as itsofficial record offinancial activities, | itsofficial record offinancial activities Accounting
based on national GARAstandardsind based on nathal GAAP stardardsand Framework
guidelines. guidelines.

10/28/2021 3 TOC 3.3.2 Measurement FocusA€counting | 3.3.2 Measuremerffocts of Accountirg for | Chapter 3
for CAFR Reportirg ACFR Reporting Del awa

Accouning
Framework

10/28/2021 1 15.2 The acurate gahering of theStated s The acuate gatherig of the Stagd s Chapter +
financialinformationand activities is financialinformationand ativities is Introduction
requira in order for lhe State to meetts requira in orde for the State to retits
annwal reporing requirementsEachyear, | amual reportig requirementsEach year,
the Stée pioduces a Comprelensve the State produces1Annud
AnnualFinartial Repor{CAFR), Comprehensiv&inancial Reprt (ACFR),

The Office of ManayementandBudget The Office of ManagemeinandBudget and
andthe Departmetnof Finarce have the Department ofFinance have iddified
idertified the GAAP statements as the GAAP statementas presentein the
presented in the CAFR be the official ACFR to be thefficial record of the
recad of thefinancial activitiesof the financial activities of the State.
State.
9/1/2021 9 94.4 | Uponapproval by the Cabine Upon approval by the Cabinet Chaper 97
. . . Recipt of
Secetary orOrganization Head, | Secretary or Organizationedd, Funds
Organizationsshould remove the | Organizations shdd remo\e the
full or partial account baince full or partial account balane fram
from the Qrganizdionés active the Organizatbn& active acouns
aaccountsreceivableife and place | receivabé file and plae tre account
the account into permanent into apemanet inadive file.
inactive fle. The Orgnizatioris
accouns receivable policy shild
include geriodc review of inective
accouns receivable to@termine if
the account(s)reould be
reclassified for further olledion
efforts.
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9/1/2021 9 9.4 An accounts receivable report is| An accounts re¢eable reporis ghap_tfi@f"'
. . eeipto
submitted to the Deptment of | submitted 6 the Depamert of A
Finance (DOF) each geaspart Finance (DOF) achyear & part of
of the anual GAAP repoting the annualGenerally Accepted
package. Accounting Rinciples(GAAP)
reporting package.

9/1/2021 11 Exhibit C | II. Support o Detail 1. Support or Detall Chapterl1i
TPlease split detailbetween lodgig and | fPleaseseparateletailsbetween lodgig and | Trawel
meals/irtidentals Do not include taxes in | meals/irtidentals Do not include taxes in
your ratecalculation.Please detalil your ratecalculation.
separately if hotel/motel chags eaort A GSA Rate
feeo. IGSA Rate x 150%Cabinet Level GSA
IGSA Rate Rate200% (OMB and D@ appioval)

IGSA Ratex 150% GSA Rate xActual % rate

GSA Rate x N%

i. TheN% should bethe percentag a@ove | Ill. ManagerApproval

GSA rate needed to res/e room fPlease havenanagerappioveon request

descibed in Sectn I. prior to sibmisson for OMB ard DOA
apprwal. This sgn-off can ke inthe form o

IIl. Manager $gn-off an emal as long as it clearly references th

fPlessehave manager sigroff on request | travel reques and plainly grantapproval

prior to sending for OMB and DOA

approwal. This sigroff canbe in theform

of an email aslongas it clarly

references theravel requesand plainly

grarts approval.

Below is anexample of Section Il

requirementsdo not include tax). @ethe

GSA website for the current rates:

http://www.gsa.gov/pediem.

Chart $iown

9/1/2021 11 114.3 d. Personatelephone cés. d. Internatimal cellular phonsewicei Chapter11i

reimbursemenfor the nost osteffective Travel

(1) Travel fo three nightor less, noto
exceed $0 otal.

(2) Trdavel fo four nights or morenot to
exceed $20 total per week.

f. Gasolire and/o Other Supplies

available plandr theduratian of the trip.

f. Gasolne Electric chargingand/or Other
Supplies

h. For international or extended trayvether
incidertal expenses idading laundryor
personal items asetermined necssaryand
essential ly the Organiation.
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9/1/2021 11 11.42 1. Lodging 1. Lodging Chapterl1i
a Lodging costs arauhorizedwhen a.Lodging costs ee authorizedvhen Travd
approwedofficial travel is outof-state, approved dicial travelis outof-stat, more
more tharll2 hous, and overnight lodgig | than 12hours,and overnighlodgingis
is required. required.Lodging must be booked through

the travelmaragementompany unless an
d. Accommodabnsshared wth other exception h Section 11.1.4 is met
State travetrsshould bebilled and
reimbursed to oneraveler. When d. Accommoatiors ared with oher State
requred, eimbursemets to more tan travelers should bbilled and reinbursed to
onetraveler shalbebased on a pro rata | onetraveler Whenrequred, reimburseerts
share as reported onakareinbursement | to more than onéraveler slould be based on
request. a pro rata sharas repated on each
reimbursenent reqest.
e. State tavelers may elect tose teir
peronalcanpes or recration vehicles,
rather than stying in a hagl/motel. When
prior appovalis reeived from tre
appropriate Organizéon authority, the
traveler will be reimburskactud cost, not
to exceedhe locaion cost of hotel
lodging.

9/1/2@1 11 1141 | 1.Expersesshall kebased on actual 1. Expensestould be lasedon actial Chapterl1i
expense method. expense rethod. Travel

9/1/2021 11 11.3.3 | 2. Vehicle Size 2. Vehide Size Chapterl1i

Travel

Whenevempossible, compact caghallbe
rented or reserved.dweva, if a larger
sizevehicle ismore econmical or more
thantwo travelersare travelingogether,
the larger \ehicle may beapproprie.

Whenever possible, compact carssid be
rerted or reserved. Howey, if alarger size
vehicle ismoreeconomial ormore than two
travelers ae traveling togethe the larger
vehicle may beppropria¢.
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9/1/2021 11 11.3.2 | 1.The use of privately owned vehicles fq 1. The use of fivately-owned vehicles for | Chapter11i
out-of-statetravel shall requirgrior out-of-stae travel sbuld requie prior Travel
appoval of the appropria Organizatin apprwval of theappropria¢ Organizaion
autority. Reimburement of piivate authority. Reinbursement of givate vehicle
vehicle expesesis at therate prescribe expensess atthe rde prescribedby
by Delawae Code, Ttle 29,87102ard Delawae Code, Tie 29,87102andonly for
only for actual ad necessary miles actual and necessanmyilestraveled.
traveled. In considemg approel, the approval
In considering aproval the approval authaity should take into considerationthe
authorily shall ke into consideratiothe | cost d alternative modesf travel andhe
cost of dternative modes oftavel and he | cost of neals andodging for the additional
cost of meals ahlodging forthe travel/transit days.
additionaltravel/transitdays.

2. When two or more employees travel in
2. When twoor more enployees traelin | privately-owned vehicle, only aamileage
a privately owned vehicle, only one reimbursement will bepproved.
mileage reibursement will be appved.

3. Vehiclesfrom FleetSevices $iould be
3. Vehicles from Fleefervices shdlbe used for n-state traveltherefore,
usd for in-state travel; therefore, reimbursemeinfor use é privately-owned
reimbursement for use & privately vehides for instate travel is discouraged.
owned vehicls for in-state travel is Organizations mawgllow exceptions to this
dismuraged. Organizéions may allow policy, but h no case should thetal
exceptions to this policy, bun nocase amount rambursedfor in-statemileage toan
should the totalamount rémbursed for | individual on asingle day ezeed the Fleet
in-state mileage to anindividual on a Services dily discounted rental atgfqr a
singk day exced the Fleet Servicedaily compact seda Board and Co.mmlsslc.)n
discownted rental rde for a conpad members are excludetbfn this provision.

p
sedan Board and @mmissionmembers
areexcluded from this provision.
9/1/2021 11 11.23 1. Accommoddions 1. Accommodations Chapter 1117
Travd

Whenrail travd is the matappropriate
modeof transportéon, the most
economicatlassaccanmodationsshall
be usel.

2. Routng of Travel

All travel shall be by the mostenomial
and direct routeslf a persn travelsby
an indired route for persanal
convenience the extraexpenseshall be
the respomsibility of the indvidual.
Rembursementfor expenseshadl be
based only orthe cost of the most
economical andlirect route.

Whenrail trawvel is the most approjate
mode oftransprtation, the msteconomiel
classaccommodabns shouldbeused.Rail
travel must kb baked through the trael
managenentcompanyunless an exception
in Section 11.1.4 is met.

2. Rauting of Travel

All travel stould be by the most ecamical
and diect outes If a per®ntravelsby an
indirect roue for personatonweniencethe
extraexpersemustbe the respasibility of
the individual. Reimbursement f@xpenses
mustbe basd onlyonthe cost of the mas
ecanomical anddirect route.

Budget and Accounting Policy Manuzrrata

Pagel5of 188




Changedo the Budget andccountingPolicy Manual

9/1/2021 11 11.22 1. Accommodations 1. Acoommoditions Chapterl1i
When @mmercial airines are useds a When comnardal airlines are used as a Travd
mode & travel,accommodationshould mode of travelaccommodatins should b
be coach/econmy class, unlessome coach/ecmomy class, nlesssomeother
other class is more ecomical. classis more economicahirline travel must

be baked tlrough the travel mamggment
2. Routing of Trave company unless an excéph in Section
. 11.14 ismet.
All travel shall be by the st economical
and drect routes. Ifaperson tavels by .
an indirect rout for pasonal conenience, | 2+ Rauting of Travel
the extra expen shall be tfe All travel mud be by the mst economical
reponsbility of the individual. and direcroutes If aperson traglsby an
Reimbursementor expenses shalie indirect rou for personal com/nier]cg, the
basedonly on the cost othe most eﬁ(trgzgpgnslem;sttbgthe resprﬁonsmlllty of
. : the indvidual. Reimbursemerior expenses
economical andiirectroute. mustbe based only onthecost ofthe most
economichanddirect oute.
3. Intenationd Travd
Accommodationsfor international airline
travel maybe other than coach/economy
classwhen: heorigin or destinatin is
outside of North Americathe scheduled
flight time, includng norrovemight
stopwers anccharge of plaes, is in exess
of 14 tours and he employeesrequiredto
report br business duty within 241 hours o
arrival & the cedination.

9/1/2021 11 11.2.1 The gandard 6r canman carrier travelis | The sandard for comman carrier ravel is Chapterl1i

coad fare. Common caigr should be coach fareCommon cargr should be Travel

booked at théowestavaiable fare
consistent wih reasonale businessravel
planning and ray be bookedrbm any
saurce.

Travelers should makeavel reservations
as fa in advane as posble to attainthe
lowed fares,including norrefundable
tickets Travelers mg not spedy
particular airlines @ other cariers to
aacumulate milage on promotional plans
such adrequer flyer programs for
personal gin.

Travelers may pueha ticketsin advance
of travelto take adantage d special
discountrates(supersaverdres, etc,)or
othersavings thatvill accrue to the St
(i.e. supersaver disunts).

NOTE: Most dineswill not give refunds
or partial refunds for supesaer airfares.

booked at tk lovestavailable fare
corsistentwith reasoable business travel
planningthrough the tvel manaement
compay.

Travders shold make travel reserti@nsas
far in advance as possibleo attainthe lowest
fares, ncluding nonrefundable ticlets.
Travekrsmustnat specify paticular arlines
or other carriers to accumulate milage on
promotioral plars, such as frequentyfér
programs for personal gain.

Travelersshould purchase ticketdn advane
of travel to takeadvantge d special
discourt rates or other savings that will
accrue tothe State

NOTE: The travelmanagementompany
will issue acredit for cancellation ba flight.
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9/1/2021 11 1116 Cancellation 11.1.6 Cancellation Chapterl 17
State funds shalinot be eypended to pay | State fundshouldnot be &pended tpay Travel
for unused resrvations wless the $ate | for unwsed reservatinsunlessthe State
Organizéion is sdisfied thatfailure to Organization is satisfied that failure to
cancel or use the reseationwas canc¢or usthe reserationwas
unavoidable. An expnation br the unavoidake. An exphnation forthe
cancellation should belocumentedand | cancellaion shoud bedocumetedand
maintained at the Organization. maintained atthe Organization. Thetravel
manaerrent companyallows the
Organizatiorto receiwe a creditd be used
for future travel of any employee.
9/1/2021 11 11.14 PCard moved to 11.5 11.1.4 Trawel Management Chapterl1i
The Stée has conacted with a travie Travel

managementompany for boking
transmrtation, aher than retal cars,and
lodging sevices. All Organizations must us|
this booling sydem unless oe of the
following exceptionsis met:

1.Travelis competely pad by an ageay
outsideof the Statehat requires bookig of
travelreservationghroughther desgnatel
saurces.

2.The emplgee is attending an event or
conference thatrpvidesdo cosbtravel
resevationservices, and where the
sporsoring ettty pays al travel expenses;
either through diretchilling or via post travel
reimburserentto theState.

3. Theempoyee B attendinga conference
that provides lodging rates atloelowthe
cost of the traveinanagemet company of
the locdion of the tavelmaragement
company& lodgirg results in addinal local
trangortdion costs.

Theempbyee istraveling toassist with
naural disaster and/or requires an extende
stay facilty with limited offerings bythe
travel management companythe location

nealed
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9/1/2021 11 11.1.3 | All out-Of-state travel thatextends All out-Of-state travel that etends leyond Chaper11i
beyondone day shallbe approved bythe | one daymustbeapproved  the designated | Trave
designaed Organization approval Organiation appioval authory. All
authority. All requess shal bemade on | requestsnustbemade on the Travel
the Travé Authorzation Form(AP00g. A | Authorizaion Form(APOG). A copy d the
copy of the confeence or meetig confaence or meeting plgrams.ho.uldbe
programshal be atached to theform. attached tdhg form. The aJthorlzat!on form
Theauthorizaton form should be must besubmtteq to theOrganlzathn
submittedto the Organizatia approval .approvall authqnty prior Fdwgtravehng day

. . . . in compliance vith Organization

author_lty prior tothe tr_ave_llng day in requirements.

compliance with Organization

requirements. .
Internationaltravel must be appreedby the
designates Qganizdion approvahuthority
through request onthe Travel Authorization
Form (AP0O06). Pticies specific to
international tragl areincludedfor air
travel, lodgiry, mealsand incidental
expenss, ard miscelaneos expenses in th
related sedions within thispolicy.

9/1/2021 11 11.1.2 This policyincludes he termsimust and Chepter 1117

should. fiMusb requires the Organizains | Travel
to achere to the specifipolicy cited.

fiShould establshesthe recormendel

policy Organiations areexpected to follow,

unless reasable document#n is provided

for following an dternative palicy.

9/1/2021 11 11.1.1 | The purmse ofthis policy is to prode The purpse of this policy is tprovide Chapterl1i
guiddines and specific poedures with | guidelines and spei procedures with Travel
regardto incurring ard reportingtravel regard tomcurring and eporing authorized
expenses foemployees ad officials fa travel expeses for employeesral officials
authorized travel eenses incuredin incurred in theeondtct of Stae busihess
the conduct of Sate business

9/1/2021 6 6.62 | The Insurance Coverage Office of DHR | The Insurance Coverage OfficeDHR has | Chapter6i
has thecentralizedresponsiliity for the | the centralizedespmsibility for the Approvals
operation of th&Statelnsurane Cowerage | operation othe Sate InswanceCoverage
Progam.No other Organization is Progam. No other Organization is
authorized to placeor acquire any authorized to placeor acquire any
insurance. This appreal is requiedfor | insurance. This gproval is reuired for all
all insurancerelated s and direct claim | insurarcerelated ®s and direct claim
transactions. Thiapprowal is not needed | transactions.
for insurancepayments for Higher
Education and D@, if State General
Fundmoniesare not expended. IAchatter
school purchasesf insurane must be
approved bythe Sate Insurance Cowege
Office.

9/1/2021 6 6.6 Special Appovalsi Commodty Special Appovalsi CommaodityPuchase | Chapter6i
Purchases an€ontracts andContracts Approvals

Insurane

For ALL insurancePos or Direct Claims.
Approval only neededor Higher
Educationand DOEwhenGF monies &
expended. Alicharte school insuance
purchases muste approvedy theState
Insurance coverage Office

Insurance
For ALL insurance s or Direct Clains.
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9/1/2021 5 5.5 Pubic Works Contracts: Pubic Works Contracts Chapter5i
Medium i ($50K - $99,997 Medium i ($50K - $49,999.991 Procuement
CPACHFadlities Management) CPACFilities Management)
Large i (greater tha $100,000 Large i (greater tha $150,0001
CPAC/FaciliiesMangemant) CPACFadlities Management
If the prdoablecost of a Pulic Works If theprobablecost ofa Rublic Works
contractis expeted toexceed $10,000: cortractis expecteda exceeds150,000:

9/1/2021 5 5.3.3 ProfessioneSewices Thresblds: Professionabevices Thresolds: Chaper51
Less than $0,000  Open Market Less than $00,000  OpenMarket Procuemer
Purchase Puchase
$50,000and over Formal RFPProcess| $100,000andover  Formal RFP Poces

9/1/2021 5 5.32 Public Works Thresblds: Public Works Thresholds: Chaper5i
Less than $0,000 Open Market Less han $0,000 Open Maket Procuement
Purthase Purchae
$50,000- $99,999 3 WrittenQuotes $50,000- $149,99999 3 Written Quotes
$100,000 and @er  Fomal Bid $150,000 aml over Formal Bid

9/1/2021 5 53.1 Materiel andNon-Professiomal Servces Materiel and Non-Professional Services Chapter5i
Purchas@hreslolds: Purchase Threshds: Procuement
Less than $1000 Open Markée Less than $0,000 Open Maket
Purchae Purchase
$10000- $24999 3 Written Quotes $10,000- $49,99999 3 Written Quotes
$25000 and over  Formal Bid $50,000 and @er Formad Bid

9/1/2021 7 7.17.4 - Advance Pamerts are standard biness | - Advance Paymds arestardard business | Chaper 7i
practices (e.g., maintenancontracts, practices (e.g., mamtenane contacts, Purchasig
subscmptions, egistration fees, airle subgriptions, registation feesairline and
resevations). resevations, yearend paymerstfor flexible | Disbursemerst

spending accountlaims).

4/20/2021 7 73 Department ofNatural Reources Department ofNaturalResource$DNREC) | Chapter 7
(DNREC) 46. Undeground Storag Tank Ammesty Purchasig
46.Undergraind Storagd ank Ammesty Programand HSCAprograms and
Program Disbursemerst

4/14/2021 14 14.5 Uponhiring an alien, theDrgankation Upon hiring an dien worker, the Chapter 14
must notfy PCG of he hire. Orgarization must nofy PCGof the hire Payroll

Compliance
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4/14/2021 14 14.5 If an Organizabn ispaying aForeign Organiaions mustontact £G Chapter 14
National as aendar, the Oganizaton immediatelywhen an ative empoyee Payroll
must notiff PCG.PCGwill provide the relocaesoutdde the United States, includg | Compliance
Orgarization Fom W-8 BEN for temporarily, or prior to hiring anew
completion.SeeSectim 7.16 Supplier employee that will reside otside the Wited
Information. States and performtheir work duties

remotely fam arother county. PCG will
review eah situationto determire the abity
of theSate tocomply with IRS regulations
andwithholdingrequiremats imposed ¥
theforeign country andorovide the
Organkationwith awailable salitions. The
State dos not hae the capabilityto remit
taxes to adreign countrywhich limits the
States ability to enploy individuals residing
outsdethe UnitedStates.

If an Orgaieation ispaying a Foregn
National as asupplier, the Oganizationmust
notify PCG. PCG will preide the
Organizéion Form W-8 BEN for
completion. Se&ection7.16 Supper
Information.

3/25/2021 7 73 Generd General Chapter 7
18 Organiationpaymet for tax andiee | 18 Organizaion pa/ment for tax andee Purchaing
collections collections and

Disbursemets
19.Intragovernental Paymetsmade to | 19.ntragovenmental Ryments made to
external bank acunts externalbank acounts
Grants 20. Reenue réunds andther claim
20 Grantsin-Aid expenditires, as per payments.
amual Grats-in-Aid legislation(Annual | Grarns
Bill passed by Generahssemby) 21.Grantsin-Aid expenditues, & perannual
21.Federaffunds &penditures Grantsin-Aid legislation(Annual Bill
22 Revenuerefunds passed by @neal Assenbly)

23 Welfare an Assistane grants 22.Federafundsexpenditurs
23 Welfareand Assstance grants

3/16/2021 6 6.6 Speial Approvalsi Capital Special Approalsi Captd Improvemens, | Chapter &
Improvements, Depémentof Education | Depatment of Elucation Approvals
For all Pos, Change Ordrs, andirect For all Pos, ChangeOrders and Direct
claims caledto BondAccounts and claims coced to Bond Acaunts and ghool
Schal i Minor Capitd. SchookMinor T Minor Capital. CharterSchoolMinor
Captal tramsactionsrequire @proval d Capital traasactilnsdo notrequire appreal
DOE, Capitd Projects Managment with | of DOE.
theexcepton of charterSchools

Budget and Accounting Policy Manuzrrata

Page20of 188




Changedo the Budget andccountingPolicy Manual

3/11/2021

7.3

General

18and feecollections
Grants

19 Grantsin-Aid expenditurs, as per
annual Grantdn-Aid legslation
(Annud Bill passed byGeneral
Assembly)

20 Federafunds exgnditures

21Rewente refunds

22 Welfareand Assigance garts

Legal

23July Duty and witness fes

24 Invedigation Funds (Ovision of
Safety &Homelam Secuity
(DSHS))

25 Court-appointed attorneds legal
fees and dtercourt manlated
sewicessuch asetired judges,
civil commitmentard
interpretes

26 Cout-mandaed legalsetiement

Schools

27 School district payments aut of
local funds (notincludingthe
purchase d capitalasses)

28 Stucent private placeent
expenses, inading tuition and
trangportation

29 Privatecariier schal, homeless,
medcal or athlgic
transportéon

30.Schpd bus contratordpayments

Department of Health and Socid

Services(DHSS)

31Books puchasel for resale

32 Paient tust funds

33Home Hedth Organization
expenditures

Genaal

18 Organization pyment f@ tax and
fee colections
19.Intragovermmental Paynentsmade
to external bankaccouns
Grants

20 Grarts-in-Aid expendituresas per
amual Grantgn-Aid legislation
(Annual Bill passed by General
Ass=mbly)

21Federal fmdsexpenditues

22 Reveruerefunds

23 Welfare ad Assistancgrants

Legal

24 Jury Duty andwitness fes

25Invedigation Funds (Divsion of
Safety & HonelandSecuity
(DSHS))

26 Court-appanted attoneys legd
fees and othecourt mardated
servicesud asretired judges,
civil commitmert and interpreters

27 Courtmandated lgal settlemen

Schods

28.5Schooldistrict paynments outof local
funds (not ncluding thepurchae
of capitalasses)

29 Student privateplacemenexpanses,
including tuition and
transportathn

30.Privatecariier school, honeless,
medical or athldt transrtation

31.School bus catractasdpayments

Department of Health and Social Services
(DHSS)

32Books purdase for resale

33Pdient tust funds

34 Home Heah Organization
experditures

Chapter 7
Purchasng
and
Disbusenens
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3/11/2021

73

Delaware Department of
Transportation (DelDOT)

34 Right-of-way expenditures
Office of Managementand Budget

(OMB)

35.Stae EmpbyeePension
Fundlnvestmers
36Legal catingeny Fund
paynments
37 Replenishmen for postage
mete with Appropriaed
Special Fud (ASF)
Department of Human Resairces
(DHR)

38.Self-insurancefund
paynerts
Department of Labor (DOL)

39 Blue Coallar Dollar
40Reimbursenent d cariers
and selfinsures from the
Industrial Accident Board
Seond Inury and
Contingeng Furd
Department of State (DOS)

41l ibrary standirdsOpayments
42 Bureau of Muissumsd
purchasesatauction
Department of Finance (DOF)

43 Monthly tourism convention
payments(Division of
Reveme (DOR))
44 PCard pagnent with Non-
appropriatd Special Fund
(NSFH DOA
Depatment of Natural Resources
(DNREC)

45Underground $orage Tank
Amnesty Prgram
Department of Technology &

Inform ation (DTI)

46 Teleplone bill paid onbehalf
of Stae Organizdions with
ASF
Department of Servicesfor Children,

Youth and Family (DSCYF)

47 Foster Cae Boad and
Adoption Assistane
paynments

Delaware Demrtment of Transportation
(DelDOT)

35Right-of-way expenditures
Office of Management ad Budget (OMB)

36.StateEmployeePension Fund
Investmers

37 Legal corniingencyFundpaynents

38 Replerishmentfor postage meter
with Appropiiated Secial Fund
(ASF)

Department of Human Resouces (DHR)

39.Self-insurancefund paynens
Department of Labor (DOL)

40Blue Collar Dollar
41 Reimburserant ofcariiers and sel
insurersfrom the hdustrid
Accident BoardSecaod Injury and
ContingencyFund
Department of State (DO9

42l ibrary stancardpayments
43 Bureau of Miseumsdpurchaesat
auctian
Department of Finance DOF)

44 Monthly tourism @nvention
payments(Division of Revene
(DORY))
45PCard payrant withNon-
appropriatedSpecial Fund (NSP
DOA
Department of Natural Resurces

(DNREC)

46 Undeground Storag&ank Amresty
Progam
47 All grantfundedclean eergyrebate
payments.
Department of Technology & Informat ion

(DTI)

48 Telephone billpaid onbehalf of
State Or@nizations with ASF
Department of Servicesfor Children,

Youth and Family (DSCYF)

49 Foder Care Boardand Adopion
Assigane paymerd

Chager 71
Purdasing
and
Disburenments
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3/172@1

TOC

7.5Requigtions, Puichase Ordersand
Charge Orders

7.5 Purclase Oders, and Gang Ordes

Chapter 7
Purchasng
and
Disbusenens

3/1/2021

TOC

7.5.1 Requigions

Deleted

Chapter 71
Purchasing
and
Dishbursements

3/1/2021

TOC

7.6.2 Reglar Vouders

7.6.2 Vauchers

Chager 71
Purclasing
ard
Disburserents

3/1/2021

TOC

7.73 Single Pgment Vendors

7.73 Sirgle PaymenSupmliers

Chapter 71
Purchasing
and
Disbursenents

3/1/2021

TOC

7.13Transfersa Accounts Exgérnal to
FSF

7.13 Trarsfers toAccounts Ex¢rnalto the
St at engia maéagemant ath
accouring g/stem

Chaper 71
Purchasing
and
Disbursemeis

3/1/2021

TOC

7.16Vendorinformation

Supplier Information

Chapter 71
Purchasing
and
Disbursements

3/1/2021

TOC

7.17.2 Veror Inteest Charges

7.17.2Suppier InteresCharges

Chapter 7
Purchaing
and
Disbursenens

3/12021

TOC

7.17.3Venda Discounts

7.17.3 Suppier Dicowunts

Chapter 7
Purchasng

and
Disbursements

3/1/2@1

TOC

7.17.4 AdvancePaymens to Vendor

7.17.4 Advance Payment® Sipplier

Chapter 7
Purchamg
and
Disbursemets

3/1/2021

TOC

7.19.1 Levies and Garnishnmes ayainst a
Vendor

7.19.1Levies and Garnishments gainst a
Supplier

Chapter 7
Purchasing
and
Disbusements
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3/1/2021 7.1 The Sta¢ uses @ encumbrance The Stataisesan encumbrage accainting Chapter 7
accounting system to preide information | systen for all Geneal Fund andSpecial Purchasng
onthe actid extent of theStat e 6 s Funds to prowde infamation o the actual and
obligations (encumiance$ and to guad extent oftheS t a tbkgétiens o Disbusements
aganstover-committing available funds. | (encumbranes) and toprevent over
All GenerdFund and Speal Funds are | committing availabé funds.
subject to thisencumbance accountiig All financial ofigations d each
system Organizatim arerecorded bythe

All financial oblgations of each | Depariment of Finance (DOF) and the
Organization are recaled by Division of Accounting (DOA whenthey
the Seretary ofFinance andhe | areincurred (29 Del. C. $523).

Division of Accourting (DOA) Organiations nay not enteinto any
whenthey areincurred (29 Del. | agreement or cortract,or incur any

C. 86523). Agerc y ay not expenss, which will realt in an dligation
enter inb any greemat or in exces ofthe Organizadionsbudgdary
contract,or incurary expenses, | appopriatons(29 Del. C. 865L9(a)).
which will result inan

obligation in excess bthe

Agencys budgetary

appropriations(29 Del. C.

§6519(a)).

3/1/2021 7.2 Organizdéions mg only obligae avadlable | Organizations may only obligate aailable Chaper 7i
funds, and arrect anounts musbe funds, &d correct amonts mwst be cheged | Purchasing
chaged atthe time @ the issuace of a at the tme of threissuance ofa Purchae and
PO or a Drect Claim paymaet. Order (PO)or aDirect Claim paymenh Disbursements

3/1/2021 7.2 An agency mgnotcreate any An Organization may rot creae avy Chapte 71
indebtelnes or inaur any obligationfor indebtedressor incurany obligatian for Purdasing
persaal serices, work, laor, poperty, personal srvices, workJabor,property, and

mateials, or sipplies,except by prgerly
executed and gpovedrequsitions or
purchase aders, unles spedically
exemptedn the Manal and bearing the
appoval or appovds & presribedby the
Manual (29Del. C.86512(a). Any
obligaions ircurred inanyother maner
will not be consiéred arobligation ofthe
State.

A PO is reqired forpurchasegxceedig
$5,000 (individually or in aggregate).
Requsitions, Pos, an®irectClaims are
initiated d the Qganizaton. After
receiving alrequrred Orgaizaton
approwals, Orgnzations mus deternine
if the puchasds aubject to anyspecial

All Requistions, PCs, and Direct Gaims
greaer than $5,000 regre DOA review
and appoval for pracesingin the Sta e 6
financial maragement andaaountng
system First Statd=inancids (FSF). For
more inbrmation on tandad andspecial
approval requrements fo transations,
Organizatonsshouldrefer to Chapte6 1

Approvals.

mateials, a supplies, rceptby properly
execute and aproved POunless
specifically exempedin theBudget and
Accounting Policy Manual(Manud) and
bearng the appoval orappiovals as
prescribed by theManual(29 Del.C.
86512(a)).Any obligations incured in any
other maner will not be considere@n
obligation of he State

A PO is requied for purchases exceeding
$10,000(individualy or in agyregate) Pos,
andDirect Claims ae initiated at the
Organizatbn. Afterreceiving allrequired
Organizationapprovds, Organizabns nust
determine if tre purchae is subjet to ary
spegal approvés

All POsand Direct Claimgreder than
$10,000 require DOA review and agproval
for processing int h e Sihaadde 0 s
managerantand accouting sysem. For
moreinformaion on standal andspecal
approval equiremats for transactiors,
Organizationsshoud refer to Chapter 6
Approwals.

Dishursements
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3/1/2021 7.2 If no speial agprovals ae required to If no specialapprovals areequired to Chager 71
Contd. processhetransacin, andthe purchase | processthe tranaction,and the purchae is | Puchasing
is for $5,000 or less, tle Requigion, PO, | for $10,000 orless,the FO or Direct Chim and
or Direa Claim is procesedin theFSF is processed ithe Staed snaricial Disbursenents
system with oty Organization pprovals | managenent a accounting sysite with
required. only Orgatization apgrovals requred
If special approwals are equired | If specil approwals arerequired to pocess
to process thpurchae the purchae tansactionand tle purchase is
transa&tion, and theurchasis | greatethan $0,000,the FO orDirect Claim
greater han $5,00, the is forwaded for speial appovalsbefore it
Requsition, PO,or Direct is submitted to DOA for reviev andspecial
Claim is tobe forwaraed for he | procesing
nealed additimal special
approvals beforé is submitted
to DOA for review and Pecial
processig.

3/1/2021 7.2.1 Organkiation puchases over $,000 mae | Organization purchaesover $10,000 male | Chapter @
usng bothGeneralFund and fed=l or usng both G- and feder&or locd school Purdasirg
locd school distict funds must us@ PO | district funds mustsea PO to stisfy GF and
to sdisfy General BEndpurchas purchase reqiuiements Disbursenents
requirements.

3/1/2021 7.2.2 Stae officials andempbyees my not State officials and emploges maynot sign Chapter 7
sign or appoveany blank Rquisitionsor | or agprove ay blankPOs. Purdasing
POs. and

Disbursemets

3/1/2021 7.22 Thedisbursemenof fundsincludes but The dsbursenent of funds ncludes but nd Chapte 71
notlimited to, ATM withdrawals,money | limited to, atomatedeller machie (ATM) Purchasing

withdrawals,moneyorders, gift cards,and and

orders, gif caids, and disbrsemerts from
petty cash or by Voucler.

disbursementérom pety cas or by
Voucher

Disbursements
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3/1/2021 7 7.3

50All experditures noexceedig
$5,000(individually or in
aggre@td. A purchasenust not
be glit into multiple
transactios unde $5000 to
circumwent theState
Procuement @de.

51Salaries

52 Other Employment Costs
Employets/Enp | oy e 126 §

53 Employeegroup tendit plan
expendtures aproved ly the
GeneralAssemby, indusive of
non-payroll groups

54 Grantsin-Aid expenditures, aper
amual Grantsin-Aid legislaton
(AnnualBill pas=d by General
Assenbly)

55Revenue refunds

56 Welfare and Assistane gant

57 School district payments oubf
local funds 6ot includingthe
purchaseof captal assets

58 Debt vice

59Bond s expeses

60Jury Dutyand witness fees

61lInvestgation Funds (DSHS)

62 Courtappointed attorneg sgal
fees

63 Courtmandatedegalsettlement

64 BudgetCommission Gntingency
Fund eypenditure

General

1.All expendtures mt exceethg $10,000
(individudly or in aggegate) A purchase
must notbe lit into multiple transactions
under $10000  circumvenm the State
Procurement Code.

2 Salaies

3.0ther Enployment Codsi
Employer's / Emp bk shgre e 6

4 Employeegroup benefiplan expenditures
approved ly the Genedl Assembly,
inclusive of nonpaymwll groups

5.Budget Commisen Coningency Fud
Expendtures

6.Freight

7 Loan Dsbursenents

8.Late paymenthages(29 Del.C.
8§6516(d))

9.Inter i andintrai Organizatio
reimbusement for swicesand suppes.
(Seler has the ight to requesa PO fom
the Buyer)

10Transfesto an Orgard a t iaocaudts
externaltotheSt a tnartad f |
maragement and accoting system

11 Paymaetsto institutioninmatesand
patierts

Chaper 71
Purchasing
and
Disbursements
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3/12021

Budget and

Accounting #

7.3
Contd.

Policy Manuz

65 Expenses thaare arnobligation of
the Qrganization, wheren the
Organizationcannot drectly
control hie iming and amount
of the xpendtures

66 Reimhursemert to parens (Parernt
visits child placel in outof-state
facility)

67 .Student pivate placemen
expenss includingtuition and
transporation

68 Privae carrier sclol
transportation

69 Client dacement expenses

70 Examinatbns & Premium Tax
Evaluations

71Fedeal funds expenditures

72 Payments to istitutioninmates
and patients

73Funeralservicepaynents

74 Freight

75Bookspurchased foresale

76 Reimbursemenf cariers and
selfinsurers fom the Indstrial
Acddent Board Seond Injury
and Contingency d

77 Hospital and redical coss
incuredunder the Migrant
WorkerProgram

78Late paymenthargeg29 Del.C.
§6516(d))

79 Patienttrustfunds

80.State Empbyee Pensiofund
Investnents (OMB)

81Blue Colla Dollar (DOL)

82HomeHealh Agency
expendtures(DHSS)

83 Right-of-way expenditures

84 Libray sandards' myments
(DOS)

85.Schod bus cotractors payments
(Schools)

86 Monthly tourism converibn
paymneris (DOR)

87DNREC Undeground Storag
Tank Amnesty Program

88 Bureau ofMuseums' pichasest
audion

89 Legal ConingencyFund
payments (ONB)

90Foster Care BardandAdoption
Assigance payments

91DTI i telephone bl for State
Organiations (ASF)

920MB's GSSand DTIi
redenishmen for postage meter,
(ASF)

93DOA PCard payment (I$F)

94 Inter- and inte-Organiation
reimburserentfor services and
supplies (Sdler has theightto
requesta POfrom the Buyer)

95Loan DOsburserents

rrata 96 TransferddPanErganizaB osn 6
accountextern&to FSF

12Delt servie

13Bond sale gpenss

14 Reimbursements tparents(Parent vsits
child placed in andut-of-stae facility)

15Client placement experes

16exaninatons am Premium Tax
Evaluations

17 Funeral sevice payments

18 Organiation pgmert for taxand fee
cadlections

Grants

19 Grantsin-Aid expendtures as pemannud
Grantsin-Aid legislation (Annual Bill
pasedby Geneal Assembly)

20 Fedeal funds expendires

21 Reveruerefunds

22 Welfare and Adstance gants

Legal

23Jury Dutyand winess fes

24 Investigation Fundg(Division of Sfety
& Homeland Seagrity (DSHS))

25Courtappoirted atts n e y d fees e
other court madakd serices such as
retired judges, ofil conmitmentard
interpreters

26 Courtmardated legl settement

Schools

27 Schooldistrict payments oubf local
funds (not ircludingthe purchasef
captal assets)

28 Student privae placemenexpenss
including tution and tansportation

29 Privae carier shool, homekessmedicd
or athletic tranportation

30Schoolbus contractas 6 eraisy m

Department of Hedth and Sacial Services
(DHSS)

31Books purchadl for resle
32 Patient tust fund
33Home Heah Orgarization expenditues

Delaware Department of Transportation
(DelDOT)

34 Right-of-way experditures

Chater 71
Purchamg

and
Disbursements
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3/1/2024 7 7.3
Contd.

Office of Managemert and Budget (OMB)

35.State Enployee Pension Fund
Investnents

36Legalcontingecy Fund payments

37 Repenishrrent for postage nter with
Appropriated Specid Furd (ASF)

Department of Human ResourcegDHR)

38Selfinsurancdund paynens
Department of Labor (DOL)

39Blue CollarDollar

40 Reimlursemat of carriers andself
insurers fromthe Indwstrial Accident
Board Secondnjury and Contigency
Fund

Department of State (DOS)

41l ibrary standard 6 p &y me n
42Bureaso f  Mu sperahass at auton

Department of Finance (DOF)

43 Monthly tourism converibn pymens
(Division of RevenugDOR))

44 PCad paymat with Non-Appropriated
Speial Fund NSF) DOA

Department of Natural Resurces
(DNREC)

45 UndergroundstorageTank Amresty
Program

Department of Technology & Inf ormation
(DTI)

46 Telephame bill paid on behdlof State
Organizationswith ASF
Departmenbf Senices br Children Youth

andFamily (DSCYF)

47 Foster Care Board iad Adoption
Assitancepayments

Chager 71
Purchasig

and
Disburements
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3/1/2021 7 7.4 POs maynot bepreseted simitaneousy | POs may not ke preserted simutaneously | Chapter 7
with payment vowchers i A f -thesFa ¢ t | with Voucheas. POs musbe approed and | Purcchasng
POswill not be accepd, uriess dispachedprior to the starbf services or and
accommnied by anAfter-the-Fact Waver | orde of goadsor an Afterthe-Fact Waiver | D'SPusements
lF)Qeqll_Jeks_t F?rr]mT'rrf l?rlm canbe aces®ed | g required. "Ater-the-Fact" PG will notbe

y clicking the liTk below. aacepted, unlessaccom@nied byan After
the-Fact Waier Reqest FormTheform is
availableat
http://www budget.@lawae.gov/forménde
x.shtr.

The Afterthe FactWaiver RequestFom
must be signed by Organizaton Head ad
attaded topurchag orderif valueof
purchase wleris between $10,00 and
$50,000. Aboveb50,0® thewaiver form
nedls tobefurtherapprovedoy OMB and
DOF, thenattacted to the purchasade.

3/1/2021 7 74.1 Ordinarily, the ®cretay of Financewill Ordinaily, theDOF will not approve Chapter7 i
not approve tansations wtere eitter the | transadbnswhere eitherlie docurentation | Puchasing
documaetation orthe transactins or the transactions reflecéd herin ae notin | and
reflected therinare notin acordance wth | accordane wih the lawtheManual, or Disbursemats
the law,the accanting Maaual,or DOA DOA menorarda. Undemextraordirary
memacanda.Unde extraadinary circumstances, thBOF may waive
circumstaces, theSecretay of Finance compliance andipprovethe ransactios.
may waive compliamceand appruee the
trarsadions. To secure a wair of procedures, an

OrganizationHead (cahiet secetary or
To securea waiver ofprocedires,an equivalet) must reeive pror approwal from
Organizatbn Headcabinet seretaryor the Diretor of OMB, and theDOF. The
equvalent) must receiveprior appoval waiverrequest sbuld indude:
from theOffice of Management and
Budge (OMB) Director,and the 8cretary
of Finance. e waiwer requesstould
include:

3/1/2021 7 7.4.1 In the event thewaiver reaqiestisapprove, | In theevent hewaiver reuest isapprovel, Chapter7i
acopy ofthe requesand theapproval a opy ofthe requet and the apmvalis Purchasig
must beforwardedby theSecretary b forwarded bythe DOFto the Audita of and
Finance to théAuditor of Accountsand Accourts and the Atbrney Geeral. Disbursements
the Attorrey General.

In the evehthewaiver reqestis not
In theevent the waier reqeest is nd approved,it is reported in writing to the
approved, tle Secradry of Finance General Asemly, the Attorng Generalthe
throudh DOA, must reportin writing to Director of OMB,and tre Auditorof
the General Assembly, te Attorrey Accounts.
Gereral, the @B Director, (29 Del. C.
§83M4(4)0, and the Aditor of Accounts.

3/1/2@1 7 7.4.2 In instances whee emegeng purchaes In instance whereemergeng purchases Chapter7i
have been magl invoicesreceived from | have beermade,invoicesreceival from the | Purchasing
thevendor will be processe in the sare supplierwill be processeih the ame and
mamer as for rgular enambrancs. manneras for egular encumbranes. Disbursements
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3/1/2R1 7.4.2 For emergency purchses, Orgnizations For emergncy puchases, Organzations Chager 7i
will need b compkte an Erargeicy will need tocomple¢e anEmergency Purchaing
Purchae Jusficaion Form(KK004) and | Purchase JstificationForm (KK004) and and
retain itin its files. This formwill include | retainit in its files. This form wil include a | Disbursenens
a brid explaration of the emegeny, a brief explanation of the energency, a sha
short description ofthegoods and seices | descrption ofthe goods andervices to be
to be purchaed and space fothe Cabinet | purchased, andpace ér the Cabinet
Secetary/Organizéion Head to sig in Secretay/Organizatbn Heal tosign in
approval.The actid financialtransadbn | approwal. Theactud financial transacton
must be ateredby the Organizatia into must beenkered bythe Organizationnto the
FSF & a direct clam voudher or as a St a finaniia maragemenhand
purchase ader. In either cse, he accounting gstem as DirectClaim
descriptonis to include the word Voucheror asa PO. Ineither case,le
i Eme r @e rFoghasegsitarmust be | desciption is to nclude he word
made immaliately,a drect claimpayment| ii E ngencyd  Fparchases thanust ke
voucher musbe prepeed. In casewhere | made immaliately,adirect claim wucher
thepurchase mudbe madeoveran mustbe prepared. Inaseswhere the
extended peod d time, a prchase orér | purchasemustbe madeover an extended
must be prepate The processingf the period oftime, aPO must be mparedThe
dired claim vouchers and pwhase ordrs | proceessng of direct claimvoudhers and
go trough the nanal stes requied. purchaserders go troughthe rormal steps
required.
3/12021 7.5 Requistions, Purchase @lers, and Purchase Ordrs, andChange @ders Chapter7i
Change Q@ders Purchasing
and
Disbursemats
3/1/2021 7.5 A PO is rgjuired for puchasse exeeding | A PO isrequredfor purchasssexceeding Chapter 7i
$5,000(individually or inaggregée). $10,000 (irdividualy or in aggregate).POs | Puchasing
RequisitionsandPOs rejuire review ad requie review andapprovainth e  Sst a| and
approval in the F& system to createan finandal managemerandaccounting Disbusements
erncumbrance. Alpropose purchaes system o createan encumtance. Al
over $5,00 requie DOA review and proposed purchsesover $0,000 require
approal in adition to anyOrganiation DOA review and approal in addition to awy
level goprovds. For a completdist of Organization level approals. Fo a complete
approval rgquiremerts, Organizations list of approvalrequrements Organizéions
shauld refer to Chapter & Approvals. should efer toChapter & Approvads.
3/1/2021 7.5 The Scretay of Financethrough DOA, | The DOF, throgh DOA, reviews Chager 77
reviewstransadionsto deerminethat: transationsto deternmethat: Purchasing
ard
Disbuisements
3/12021 7.5 - The procedwes t forth in theBudget - Theproceduresset forth inthe Manwal and | Chapter7i
ard Accounting Pticy Manualand the the Delaware cte havebeen folowed; Purchasng
Delawarecodehave beeffiollowed; and
Disburserents
3/1/202 75 Only approved POand Chage Orders Only gpproved POs ahChang Ordersnay | Chepter7i
may be dspatded to vendrs. be dispathed to sippliers. Orgaizatiors are | Purchasing
responible for dispatching appoved POs and

Organkations & resposiblefor
dispatding aproved POs ad Change
Orders b vendors

and Chang®rdersto suppliers.

Dishbursenents
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3/172@1

75.1

Requisitions

A requisitioncreatesa preencumbrance
in FSF; nota formaobligation offunds.
Aftera requidiion isapproved, FSkill
creae an approvedPO (a famal
encumibance),usually through avernight
bach pracessing. Qganiationsalsohawe
the ogion tomarudly source arapproved
requistion to a POjf the Organizaibn
does not vish to wait for the nghtly
process.

Organkatiors mayencumber for
purchase using etter therequistion or
the POfunctionalities of FSF.

Deleted

Chapter7 i

Purchasng
and
Disbursements

3/1/2021

751

Regular Purchas Ordes

All Generaland Spedl FundsPOsmust
be ssued tepecific verlors,unles
exceptionsre granéd by OMB.See
Secton 75.37 OpenOrde POs below
for more inbrmaton.

All POs nustinclude a vador
identification number(VIN). A list of
identfication numbes for approved
vendorsis maintainedoy DOA. For
instructons an howto make chages to
vendor infomation, ®ethe State of
Delaware Sultitute Form W9 a
http://w9.accounting.dlawaregov/W9fa
m.aspx To add a newendr to the

St a liseobappoved \endos, see the
GSSwebsiteat

http://gssomb.delawae gov/cantrading/i
ndex.shml.

All POs musbe issued tepecifc supplers,
unless egeptionsare granted ly OMB. See
Section 75.37 OpenOrder POs, blow for
more irformation.

All POsmust include asuppler
identificationnumbe. See 7.16or detils
about supgierinformation.

Chapte 71
Purchasing
and
Disburements
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3/1/2021 7.52 Occasbnally, Organzationsmay wish to | Occasbnally, Organiations may vish to Chapte 71
encumbe funds for a purchase wittout encunber furdsfor a purchasavithout Purdasing
designéing a pecific vendor. iesenon | designating a spedi€ swpplier. The ron- and
specific vendor POsre @lled Open specfic supgier PCs are consiered Ope Disbursements
Order PGs. OrderPos.

All requess to establistOpen OrdePos | All requests toestabli®i OpenOrder FOs
require concurrat appovals fran the requie concurrentapprovas from the
OMB Director, ard the Secretay of Directorof OMB and he DOF. After the
Finance. Afterhe Op@& Order PO has Open Oder PO lashea approved,
beenapprovel, purchase are geernedby | purchasesregoverned by nonal
normalpurchasingprocedures. purchasing pocedues.
Note: Spedal approvas ae aly required | Note: Sedal approvals ee only equired
when Organizatiors estabh an Opn when Organizaons esablish a OpenOrder
Order PO. Rgularprocessig isused to PO. Reguér processings usedo spend
spend aganstthe encurbranceafter itis | aganst tre enembranceafter it is
approvel, ard to proces d payment approved, ad to pocessall Vouches.
Vouchers

Schooldistricts are peritted to establif
Schod districts are prmitted toegablish | OpenOrde purchaeorders for schol bus
Open Oder purchase orde for schal contractos without priar approval(s) from
bus ontractors withoutprior agproval(9 OMB. ThesePOs stil require DOA approval
from OMB. These POstill require DOA | in the amouhis greate than $10000
appoval inthe anount isgreaterthan
$5,000.

3/1/2021 7.5.3 As previoudy noted,a g e s may Mt As previoudy noted,Organizatons maynot | Chapter 7i
enter inb any contract oragreemers, or | enter intoany catract oragreements, o Purchasing
incur any expenss, wheh will resut in an | incurary expensesyhich will result inan and
obligationin excess ofanageng& obligation in excess 6§ an Organizations Disbursenents
approprigion. appropraton.

An excepton D thispolicy is made tallow
An exceptionto this policy is made 6r schooldistricts  oHigateschool supplies or
schod district to allow the schols to capital aitlay items for the fdlowing school
obligate shool supplies ocayital outay | yearwith the povisionthatthe
items for the following schoolyear wih | obligationsg) shall nobe dueandpayable
the provision thatthe oblications(s) shal | until after Juy 1 of thenext fiscal year (29
not bedueand payale untilafter July 1 | Del. C.86519p)). School distiits nay
of the nex fiscal year(29 Del.C. obligatefunds o Next Fiscd Y ea Pos
§6519(h). Schal districts mayobligate | beginnng on Mach 1.
funds on Next Fisca¥earPos beginnig
on March1.

3/1/2021 75.4 Organizdions slould encumbefundsfor | Organizations should esunber funds for Chapter 7i
year-end by sgecific vendor usinghe bes | yea-end by specific supplier using he best | Purchasirg
estimates availble estimatesavailable. and

Disbursemerg
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Outstanding @neralfund encumbrances
that cary-over inb the nat fiscal year ag
referredto as Type 04 PO@xcess
amounts ecumbeed for a verdor). Type
04 POsare autoratically reverted onune
30, the lastday of the fiscal yea, into
whichthey Type 04 PO wasarriedover.
Appropriatians desigated by tkh Generh
Assambly as cotinuing areexceptions to
this policy.

To pa an oustanding bdancewith a
venda after hie encurbered funds hae
beenreverted Omanizatiors must éher
requesfrom OMB a transfer bfunds
from the Prior Yar Obligations Fundor a
new POmust be issedfor thevendor.
This newPO will be encumberel aging
the nev fiscd year appopriation

Outsending G- encunbrancs that cary-
over intothe nexffiscal year ae refered to
as Tyre 04 s (exces amounts
encumbeed for a spplier). Onceclassified
as alype & PO the POwill automatically
lapse,andthefunds wll revertat theend of
the fiscalyear. Appropiationsdesignagd by
the Geneal Assenbly as contiming are
exceptionsd thispolicy.

To pay amutstamling balane with a
supplier afteraPOhaslapsed,
Organizationsnusteither reqestfrom
OMB a trarsfer of funds fromthe Pria
Year (bligations Fum, or anew PO nust
be issuedor thesuwplier. Thisnew PO
will be encunieredagairst the new figal
yearappropriaion andshould reference
theclosedPO.

Chapter 7
Purchasing
and
Disbursemants

SpecidFund PG (Type20, 40, and 5D
will routinelybecarried inFSF forup to
two yeas. At the end of thesecomnl fiscal
year, thesystem vill verify any actvity
during the pecaling 12months:

-If there hasheen activy asseiatedwith
the PO, such as &hange Gder or
payment, the PQuill continue & is

- If there has ntbeen any ativity
associated wih thePO, he open amount
of thePO will bedecreasgto $0, and the
funds will become unencumbsest
avdlable funds

Type 30 Special Furd PCs will always
be deceasedd $0 after twoyears,
whetheror not there § any ativity. For
more information abouSpecid Fund
reversionscontactDOA.

SF POs(Type 2, 40,and 50) wi routinely
be carried in BF forup to two yeas. At the
end ofthe second fiscalyear, tle systenwill
review Transadbnal aclvity for the
precedilg 12 months:

-If there has been &wity asseiated with the
PO, seh as a Chage Orde or payment, the
POwill continue as is.

- If there has not eenany acivity asodated
with thePO, the ® will be closed, andhe
funds retured b the avdable bulget.

Type 30SF POswill always te closed
after two yearswhetheror not thee is
ary activity. Fundswill retum to theASF
Hold and ASF Spend Avitable Budgets
resgecively. For moe informdion abait
SF encumbraces contact DQA or refer
to the yeafend accountiig memo.

Chapter 7
Purchaing
and
Disbursemats

3/1/2021 7 7541
3/1/202L 7 754.2
3/1/2021 7 7.54.3

Organzatons may rqueg a transfer from
thePrior Year ObligatimsFund in the
event ayear-end liahlity exist for a
vendor that s notanticipated,and
therebre, a pecific PO wasot prepared,
Requets shaild be directed tahe OMB
Director.

Organzationsmay requesa transferfrom
the PriorYear agpropriation,in theevent a
yea-end liability exist for asupplie that
was notanticipated, ad therefore, aspecifc
POwas not peparedRequests shdd be
directed to the Diector d OMB.

Chager 71
Purchasing
and
Disbusemers
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3/1/2021 7 7.55 All adjustmentso enawmbrarces, wer All adjustmerg © ercumbranceswherethe | Chager 7i
the aggregateotal is$5,0000r greater, aggregae total 5 $L0,000 or greatermust be| Purchasing
(approvedPOs) musbeinitiatedby initiated by Organizaibns ushg a Change and
Organizaions usig a Chage Order Order trasaction andusbmitted © DOA. Disbusenerts
tramsaction ard submitted toDOA. Change @ders ae to be use for al
Change Ordersre to le usedfor all adjustments (icreases ordecreases) tboth
adustments {ncreases odecrases)o reguar and Oper®rderPOs.
both regilar and OpenOrderPCs.

The saneapprovals requied to aprovethe
The same ggrovals equiredto approve | original enambrane are neessay to adjist
theoriginal encumbanc are necgsary to | the PO. However, wien a modied PO
adjust the POHoweve, when a moified | amownt exeedsahigher dolla threstold
PO anount exceeds higherdollar (e.g.,$10,000) addtional appovals are
threshold (eg., $5,000), addional required.
approvals are rguired.

3/1/2021 7 7.55 Note: Only dspatche POs may beltered | Note: Onlydispattied POs ray ke altered | Chaper 71
with a ChangeOrder. Ifan appoved PO with a GhangeOrder. f an appoved PO has| Purchaing
has no been éspatched, ta Orgaizaion | not beendispatched, th@®rganizéion should | ad
should moify and process th€0 thraigh | modify and process the ® through he Disburemerts
FSF workflow for a PO aproval. St a finandia management and

accourting systemworkflow for a PO
If a speific PO is cancékd, the approval.
Organization will notify thevendor n
writing.

3/1/2@1 7 7.5.6 Requisitions are reommended tbe POsarerequired intte St fman@dd s Chapter 7i
initiated in FSF for prchase®f capital managemerdnd acounting ystem for Purchasing
assetsOrgarizationsshould enterasset purchases otapital asset. Orgaizations and
caegory inbrmaton into thesystemprior | shoud enter aset category mformation into | Disbursemers
to the purchase of theasset. Affer the thesystemprior to the puchaseof theasset.
capital assehas ber purchaed,FSF will | After thecapital asset haseen purchased,
forward hetransactiorinformetion to the Sated s f il maaagerantaand
DOA for furtherprocessing. accounting syem will providethe

transacin information to DOAfor further
Organizaion personel are egponsble for | PrOCESSIA.
ertering prodict infomation ino FS-
upon receit of goods(e.g.,model Organiztion personnkare responsible ér
number, idetifying informaton, etc.). enteing product inbrmation intothe Sta¢ 6
financial managementral accainting
Organizaions shold contact DOA s systen tpon r_ec_eipt_ OngOd.S (&., modé
AssetManayement siff for assistancef i number, idetifying informaton, etc.).
requred. Additional information about the
St a AssdiManagemat requiremers Organizaionsshould cotact DA 6 s A S
can befound inChager 13i Asset Managemenstdf for assistace, ifrequired.
Manaemant. Additiond information dout the Sta¢ 0 s
AssetManagemat requirementss located
in Chapte 137 Asset Managment.

3/1/2021 7 7.5.7 Agercies and scbol disticts may nosue | Organizationsand shool disticts mg not Chapte 7'
creditcards registeed in he name ofhe sue cred cardsregisteredn the nameof the | Purchasing
empbyee,agency sctool district, or Sate | employe, ageng, school dstrict, or State and
which couldcreate an bligation d the which muld createan obigation ofthe Sate, | Disbursements
State except as spsfically and duy exceptasspeificdly and duly authorizedoy
authorized ¥ the Scretaryof Finance. the DCF. Onlyoil company, élephae, or
Only oil compary, teleplone, orcontract | cortrad credit @ards maybe authorizedfor
credt cards ma be authorizd for sich suc purposes,ra theuseof such credit
purposesand the useof suchcredit cards | cards $ subjectd all pdiciesand pocedires
is subjet to all plicies and proatures estabished ly the DOF(29 Dd. C.
estabiished ly the Secretary ofFinance 86505¢)).

(29 Del.C. 86505(c))
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3/1/2@1 7.6 The Scretay of Financeis responible The DOFis responsble for sakguading and| Chapter 7
for safeguardingand systmizing the sysemizing the expediture of State furds. Purchasng
expendtureof State fundsStatemonies State monies ray only ke expendd to cary | and
may only beexpended tocarryoutthe out the uinctionsof State Orgaizations The | Disbusements
functions of State @anizations. The Directorof OMB is responsil# for direding
OMB Direcbr is respagble for directing | Organizaibnsin the manneand metlodin
agencies inthe maner ard metha in which formsof indebt@&nessare presentg
which forms of incebtednesare including salaies of officers aml enployees
presentd, including salariesf officers (29 Dd. C. 86514(a)).
and employe®(29 Dd. C. §6514a)).

3/1/2021 7.6 Monies dawn fran the State fleasuy to | Monies dravn fromthe State Tresaury to Chepter 7i
pay employee alariesand expense to pay empbyeesalariesand expases,to Purdasng
defray theexpensef any agemy, on defray the eypense of anpgency on and
account ofany @ntract forbuilding or account of anycontrac for building or Disbursemers
repairs to purchase proerty, forwork ard | repairs to purchae poperty, for work and
labor perfomed, orfor mateials or labor paformed, orfor matrids or sipplies
supples furnshedto any gency mst be | furnished 6 any agacy mustbe presented
presengd to,reviewed, and apmve by a | to, revewed, an approve by a approing
approvingofficial of theagency king official of the agncy being carged(29 Del.
chargel (29 Del. C. §65%(a))and by the | C. 86515(3) and ly theDOF, as requied by
Secetay of Finane, asrequired bythis this Manu& The DOF maynot make any
Manual. TheSecretary of fhancemay requirements thawill unnecessrily interfere
not makeany requiementsta will with theprompt @myment & amounts due
unneessarilyinterfere wth theprompt and maynot cause the paymenof salaies ©
payment oamountsdue and mayot state dficersto be delayetheyord thedue
cawsethepayment ofsakries b date date(29 Del. C.86517).
officers b bedelayed beynd theduedae
(29 Del. C. §6517).

3/1/2021 7.6 Forthe paymenof expenditures inwhich | For the pgmert of expenditures in whib Chapter 7
bills or staements ee rendeed, a bills or staterant ae rendered,a Voucher is | Purchasig
Payment/ouche (PV) isusel in the ISF | usedin the Sa t e ré@arscial imanageent anl | and
systen. For the paynent ofsalaries, accouning systemFor the pgmentof Disbursemers
persions,or any otherexpertituresin salares, pesions, or ay otherexpenditures
which bils or gatements are not in which bills or staterants arenot
rerderablethe Secretary dfinance shall | renderablethe DOF shdl present a sigrte
present asigned staement authorizingthe | staement authozing the paymentof the
payment of the amounts dug29 Del C. amounts du¢29 Del.C. §6515(d)).

§6515(d)).

The DCF may efuse taappove paymenfor
The Seretaryof Finance mayefuseto aninvoice or bll only, if the invoice orbill:
approvepaymentfor an invoiceor hill
only, if the invoice orhbill:

3/1/2021 7.6 Speific information regardig the Speific information regading the requirel | Chager 71
required aprovals for procesing regular | approvak forprocessing Vachers ad Purchasig
and DOrect Clam Voucters is locatedn Direct daim Vouchersis locaedin Chapter gr']dm

Isbursemeng

Chepter 61 Approvals.

61 Approvals
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3/1/2021 7 7.61 All vouchers, ssued by any @anizaion, | All Vouchers, issuedy anyOrganization, Chapter 7
arepaid by the $ate Trawurer upon are pail by theStae Treaster (OST)upon Purchasing
certification bythe oficersof the certification bythe officersof the and
Organizatio. The pproval ofthe Organization. Theapprovalof the DOFis Disbursenents
Secetary of Finances requiedfor requred for Vouchergotaling more than
vouchers toting mor then $3)00 $10,000 Methads of paymetmay include
Methods of paymert my include clecks, | checls,drafts, (29 Del C. §27@) and
dréts, (29 Del. C. §2707 and dectronic electronic payrants.
payments.

Organizaibnsmust povide theswpli e r 6
Organizatons nust provde the @ n d o 1| invoice nuniber andnvoice da¢ onall
invoice nunber and invoice dag on all vouchers pcessedn the Sta e 6 aciaf i
vouchers pocessedn the FSF systm, to | managemerdndacourting system, to
ernsure payments from thStae are ersurepayments fron the Sateare prgpety
propely credited to theaccount. The credited tothe accont. TheSu pp | i er
vend r 8 siceinumterds used as invoice number is $edas a redrence orthe
reference ontie @y advie (check sub). pay adviceg(checkstub).Supple r éveicei
V e n d mvoiéesiumbes shold be numbers shdd be meningful anl unique
meanngful and unigqie. FSFwill only TheSt at anted mahaiement and
process wuchers that havex wnique accouning system will anly process
vendor, vendor invice rumber, and Vouches tha have a unige suppler,
invoice datecombindion. suppier invoice umber,and invote cate

combnation.

3/1/2021 7 7.6.1 Organizaions shoulchot hol back Organiztions shoulchot hot back Chapte 71
payments atil the POcan be paid in tal. | paymerts until he PO ca bepaid in ptal. Purchasing
Organizatios $hould ercouragepattial Organizations $iouldencouage partial and
billing by vendors. billing by suppliers Disbusements

3/1/2021 7 7.6.2 Regular \budhersarealso rderred to as | Vouchers may b u®d forDirect Claim Chapter7 i
PO Vauchers ad PaymenhVouchers paymentsor aVoucher can refeence a B. | Purchasing
(PVs). Volchers mayeused for Drect and
Claim paymentspr a voche can Organizaibns $ouldnote the redet of Disburserents
referencea PO. goods and geicescoveredby a PO, gher

throgy h t he &tidartamagement i
Organizatims shoudl note theeceiptof and acourting sysemreaiving
goads and selieescovera by a PO, functionality, or byno t i n gto PlaG/ko
eitherthrough FSF Receing the papeinvoice. Ifthe supfie s ivoice
functionality,orbyn ot i ng o A Pr&| and thePOare notin agrementthe
the paer invoice. The Orgaizationthen | difference mustbe chargedr credted tothe
prepares vouche. If thevend r 6 s properacountont he St asaed s
invoice and thd®O arenotin agreement, | Change Ordeor as aDired Claim, as
the difference mudbe chaged orcredited | appropriate.
to the prope account on thetSa ¢ RDpas
a Charge Qderor as aDirect Claim, as
approprige.

3/12020 7 7.6.3 A Reveral Voucher isused tocorrect a A Reversal Vouche is usel to correct a Chaper 7i
voucher hat hes been postednd padl. vouche that ha been postedind paidThe Puchasng
The RevesalVoucher referencestte ReversaVoucherreferenceshe orginal and
original Voucher number ahcanbe used | Voucher numbeand ca be useda Disbursemets
to reestablish an encunbrarce reesteblish an encumbnace if the

encumbrance requs carection.
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3/1/2021 7 76.3 Organizatons sulmit a reqestfor a Organizatbns submita requesfor a Chager 71
Rewersal Vaicherto the FSF Serice Reversal Voaher tothe DOA Sevice Deg, | Puchasing
Desk, Viaemailor prone. A Voucher Via email or fnone A Voucher Reversal and
ReversdRequest Brm (AP008) is Reqest Form (AP008)is comgeted and Disbursements
completecandsubmited to the FSF stbmittedto the DOAServiceDesk to
Senice Desk to stremline he pocess. streamline theproces.

FS- Savice Deskstaff will reviewand, as| DOA Service Desk sff will review and, a
needd, conirm the aiginal and ne needd, confirmtheoriginal and new coding
codingrequested bythe Orgnization, requestd by the Oganzation, prior to
prior toincluding as part ba serice including as p# of a service tiketand
ticketandforwarding to the FSFAP Team | forwarding to the DOA AccowntsPayable
for processing. (AP) Team for pocessig.

The FSFAP Team wil process he The DOA AP Teamwill processthe
RevesalVouc h e r dtood Titigine Reversal Voucterto i u n dhe initalt
voucher. Aftercanceling the iritial Voucher After canceing the initid
voucherthe FSFAP Team canhen Vouche, the DOAAP Teamcan then
process a hewoucher with the correct processa nev Voucher with the corretc
information information.

The FSFAP Teamwill contact the TheDOA AP Tean will contad the
Organization to request thaheyreview Organzation 0 requesthat they reiew ard
and gprovethe Reversalard Correcting | approvethe Reversabnd Coreding
Vouchers. Tiese vouhers must be Vouches. Thes Vouchersmug be
approvel the sara dg so theywill netto | approwed the same daso theg will net to
zero. zero.

3/1/21 7 7.6.4 Whenproceséng a jaurnal voucher to Foraddtional informaion see JobAid JV Chapter 7i
correct pior fundng, referenceéhe Process Purchasimg
original vouche, using he commats and
section when canbining vouchers Disbureements

3/1/2021 7 7.65.1 | All state agecies which spply goodsor All state Organizatonswhich syply goods | Chapte 77
services® any oher stag¢ Organizaion, or senicesto any oherstae Organizatia, Purchasing
person,corporaion, patnership, or person,corporation, @rtnerskp, or busness | and
bushessare reimbusedfor thefull cost of | arereimbursed br the full cog of the Disbursenents
the renderedjoods orservices renderedyoodsor services

3/1/2021 7 7.6.5.2 | 1. Audit acivates ofthe State Audgtor 1. Audit activates of the Auditorof Accownts | Chapte 7
2. Pasmnel actvities by OMB 2. Personnehcivitiesby OMB and DHR Purchasing
4. ThePrinting and Publishingservices 4. Printingand Pulikhing ®rvices provied g?gbusem@ts
providedby OMBSB5s by OM B 6Govenment SupporiServices

(CSY)
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3/1/2021 7.6.53 Manual Intergovenmentd Vouchers Manual Integovernmetal Vouders are Chapter 7i
(MIV s) areoriginated onlineThe Seller originated mline. The Sdler Organzation Purchaing
Orgarization initiates helV transaction initiates thdV transaction and ntifies the and
and notifes theBuyer Organiztion. After | Buyer Organizéion. After bah Disbursenents
both Organizationamark the IV complete | Organizatons mak the IV completein the
in FSF,a nightly praess bildsthe IV St at e Oid mahagemam ah
Vouche. accownting system anightly proces builds

the IV Voucher.
Automatedintergovernmatal Vouders
(AlVs) areaubmatically produce by Automated Iriergovermentl Vouches
different Ogarizatons DTI prodwces a (AIV) are automatially produced by
monthly aitomatedV billi ng for different Organizations. DT| poducesa
telephme serices. Otter nonthly montly 1V billin g for telephone srvices.
aubmated Y billings include Fleet, OMB produces other anthly automated
PostagePrinting, and Food Distrbution, | AIV billingsincluding Fleet, Postage
which are poducedby OMB. Printing, and eod Distributbn.
In thesenstances,both DTI and OMBare | In these istarces, bottDTI andOMB are
considered th Sller Organizations The consdered theSeller Orgairations. The
Seller Oganizatio loadsdata files inb Seller Orgaizationloadsdatafiles into the
FSF,which gereraes the [IVsThesdVs | St a t iradcgl mnagement and
are autonatically approved fothe Sder accounting system, whih geneates the 1Vs.
Organization Only theBuyer Thes IVs are atomatic#ly approved for the
Organizationmustreview andmarkthe Seller Organizaton. Only the Biyer
IV as complete in AS Organization mug reviewand mark théV

ascompkte inthe St e 6 ancidl i n
Intra- and hter-Organization hillings mangement adacwourting sysem.
should bemade on anonthlybasis
utilizing oneform for eachOrganizaibn
from which goodsor servies are being
received. An exception wil be male in
the nonth ofJune whenbilling maybeon
a weekly basis, téacilitate a tinely yea-
erd closeout

3/1/2021 76.61 Travel advanes are phibited. Payment | Travel advanes argrohbited. Paymenfor | Chapter7i
for all travelrelaed,approvedexpenses | dl travelrelaied, appoved expenses shlol | Purchasing
shoud bemack usingthe Delawardravel | be made usinghe PCard. and
Card Disbuisements

3/1/2021 76.6.2 | - Employees ofstate agecies wio - Employeesof stateOrganizationswho Chepter 7i
regularly receive wagesin-kind in regukrly receive wagesin-kind in addition Purchasng
addtion to their salaies; to their sakries; and
- Employees ofthe Dehware Economic - Empoyees of he Division of Smk Disbursements
Development Qfice; Business;

- Circumstaiceswhere approal hasbeen | - Circumstanceswhere gproval has been
grantedby the Director d the Office of granted bythe Director of OMB and the
Management anBudgetand the Controlle General.

Controller Geneal.

3/1/2021 7.66.2 Non-stateemployes, exceptlientsof Cortractors, exept clentsof State Chapter 7i
Stae-adminiseredprograns, are not admhnisteredprogramsare notprovided or | Puchasiny
provided orreimbursedor food urless reimbursed for food unless approvhas and
appoval has been greted bythe Diretor | been grante by the Director & OMB and Disbursements
of the Ofice of Managemehard Budget | the Contoller General.
and the @ntroller Geneal.

3/1/2021 7.7 Voucher pocessilg in FSF offes a Voucher procedsgintheSt at e 6 s Chapter 7
numberof options toincrease the mana@ment and aounting system offersa | Purchasing
effici ency, & and

number of ofions toincreasehe efficieny,
é.

Dishursenents
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3/1/2021 7.7.1 Multiple paynentsto the same wedorare | Multiple paymentsd the same sygier ae Chapter 7i
automaticlly consolidated by FSF, automatically consoidatedby theStat® s Purchasing
wherever pasible. Organizatins nay financial managmentandaccounting and
manuallyoveride system debutlt sdtings | systemwheneer possibé. Grganizdions Dishursenents
for a transation tostop a singlgpayment | may manuallyoveride systendefault
from behg mnsolidatel. setings fa atransaction tcstop a Bigle

payment from beig conslidated.
Paynents will consolidate Statevide,
whenevemossble. For a Imited number | Payments wil consoidate Statewic,
of verdors, ghool payments wil whenever pasible.For alimited number of
consolidde by district. Eah payment suppiers, school pymentswill consolidate
advicewill list all the verdor invoices by dstrict. Each payment adte will list all
associatedwith thepayment. the syplierinvoicesassociated wih the
payment.

3/1/2021 7.7.2 PaymentHandlingCodes are $¢o a Payment HandlingCodesarese to adefault | Chapte 71
default value in ISF, as frt oftheVenda | value inthe Staté s  fidl mamagemen Purchasng
setup process, buOrganizaions can and @countingsygem, as pd of the and
adjust tle Paynent Handlig Codeduring | Supplier setup pro@ss, but Orgaizations Disbureements
the pocessing of the ndividualvoucher can adjust thePaymentHandling Cale
transactionsas neded. Eaclverdor can | during the processingf the indvidual
only be sé¢ up with oneof the Pllowing Voucher traisacions, as neded Each
Payrent Handling Codes: supplier canonly be set upvith oneof the
- CA (Call agency/schoofor pick up); following Paynent Harlling Codes:

- RA (Retun to ageny/school by mail). | - CA (Call Organzation/school br pickup);
- RA (Return o Organization/'schml by
mail).

3/1/2021 7.7.3 Single Payment Viedars ae verdors he | Single Payment Quppliersare suppliers the | Chapter 7
State pays onlyonce fora nontaxable State pgs onlyonce for a nortaxabk event.| Purchasig
event.Organiations ae nd permittel to | Organizationsare nofpermitted to se and
use Single PaymenVendos for any Single Payment Sypiersfor any taxable Disbursemts
taxable events Non-taxable single events. No-taxable single paymentevents
payment evetsinclude, but are not include, but ae not limited torevenue
limited to,revenue refundqenson refunds,pension refunds, shool bus
refunds,sclool bustraining, and grants training, and grats forviolent crimes Any
for violent cimes. Ary Organizatiorwith | Organizaton with questdons regrding which
guestiongegading which vendas are suppliersare eligibleto beSingle Payment
eligibleto be $hgle PaymenVendas or | Supgiers orrequiringaddtional information
requiring addional informationon the onthecomplée list of nontaxableevents,
complete list ofnontaxableevents, shoud contactDOA.
should caitactDOA.

3/1/2021 7.8 The StatéeTreasurer is lhe adninistrator of | TheOST is theadministratorof the Sa t e § Chapter @
the S & @ebt sedvie. TheStake debt service. Tle OSTexecuteshe Voucher | Purchaing
Treasureexecuteshe State P\for for paynentof th e Sstindebeslidess as a| and
payment of the Staté sdebtedess as a | resultof itsborrowingpro g r a mé . Disbursenent
result d its borrowing pogr a mé

3/12021 7.10.3 Fedeal funds passethroughfrom one Federal fuds mssedhrough from one @te | Chapte 717
StateOrganization ® anotheiState Organizationto anoher State Ogarization Purchasing
Organization mat be @ne using Budget | must bedone usig a Bulget Transfer na and

Trarsfer or aBudget Joural transction,
not with aPV oran IV. Only OMB may
execute ths transation.

Budget Joural transactionnot with a
Voucher @ an IV.Only OMB mayexecue
thistransation.

Disbursements
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3/1/2021 7.11.1 In the evat ary agency impoperly In the eventany Organiation improperly Chepter 7i
collects feesor receipts thebecome collects fees orecaptstha becomeevenue | Purdasing
revenueo the GenerdFund,the State to the GF the St&e Treasrer has the and
Treasurer hatheauhority (exceptas authority (exceptasotherwiseprovided Disbursenents
othawise provide spedically by law) to | spedfically by law)to make a refnd from
make arefund fomthe Gerral Fund, the GF, ater cetifying with the wllecting
aftercerifying with the collectig agecy | Organization that the feeor receipt was
that thefee orreceipt wasimproperly impropety collectedand deposted (29 Del.
colleded and éposited (29 Del. C. C. 82713) The State Teasurewill execute
§2713)The Statelreasurer wil execuea | a Dired Claim Voucter chargig the
Direct Clam Vouckher charginghe expenditure to he Refurs and Grants
expendiure to he Retfinds andsrants apprgriation.
appropriation.

3/1/2021 7.11.2 | If the refund is fothe arrent Year If the refunds for thecurrent Year corprate | Chapter71
comporae and persmaltac the refunl and persoriaac,therefund paymert is Purchasirg
paymentis proessed througlthe Division | processe throughthe DORautomated and
of Reven u e 0 R) a(t@@ed system. A | sygdem. AJournal Btry (JE) transactionis Disbusenents
JournalEntry (JE)transadbn isexeaited | executed tcenter his data io the Sates
to enter tlis dat inb FSF. heJE finarcial maragemengand acouning
reflectingthe summaryof refunds by sysem The JE refleting the sunmary of
appopriation and acount codeis refunds ly appopriation aad accaintcode is
prepaedby DOR and appved bythe prepared by DOR ad approve by theOST.

Stak Treasurer. ie sumnary refurd The sumnary refund information is coad to
informationis codedo the State the OSTs Refundsand Grats appropiation
Treasure 6 s Rand Gratdl s ard sen to DOA for processig.
appropriation and sento DOA for

processig.

3/1/2021 7.12 Organizaions may rguest abark account | Organizationsnay requesabank accont to | Chepter 71
to beheld outsile of FSHor puiposes of | beheld outsdeof theStae 6 s fali n a 1 Purdasing
suppating its own pograms andpolicies | managemet and accountingysten for and
underth e SstElNt e 6 purposof suppating its avn programs and| Disbursemats

policiesunderhe St Empayér s
Identificaion Number(EIN).

3/1/21 7.12 - Delaware Department ¢ Transmrtation | - DelDOT raal etate fund Chaper 71

(DelDOT) red estae fund Puchasig
ard
Disbursemets

3/1/2021 7121 Organizaibns must follow theguidelines | Organizations musfollow theguidelines Chapter @
listedbelow to estalish orclose a bank listedbelow to estabbhor doseabank Purdhasing

acount outside othe Sta¢ 6 s ncfali n a | and

account ouside of FSF g8ingtheSt at ¢
EIN:

1. The Stak has develpedcontrated
relationshipswith certain baks andwill
only approve anew bank acount wth
suchfinancial insitutions. A listof
appoved tanks andranch locatons can
be found ontie OSTwebste.

2. Once pproved,OST will notify the
Organization a DOA by email so that
the bak acount information may ke
addedto the Organizatim 6 s w~record
in FSF.

4. Upon recépt, OSTwill email theform
to theOrganizaion andDOA to be
recordedto the Organizatio® s we n
record inFSF.

maragemat andaccountiig systam using
the Staed EIN:

1. The Stat has develagd corracied
relationshps withcertain baks and vill

only approvea nav bankaccount with such
financial instituions. A li stof agproved
banks and tanch loations & available on
the OS website

2. Once appoved, CGST will notify the
Organization and>OA by emal so that the
bank acount infomation nay beadded to
the Oganizat o n 6 s s argipthei e
St asfinarbial managerantand
accountingsystem.

4. Uponreceipt,OST will email the form to
the Orgaizationand DOA to berecordel to
the Orgaizatio n éugplier recod in the
St a t narcialmahagenent and
aacourting system.

Disbursemens
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3/1/2021 7 7.12.2.1 | 8.Process gymentsover $250, buhot 8. Processpayments ver $250Q but not Chapter 77
exceeding $,00, as diret claim exceedng $,000,as direct claim Vaches | Puchasing
Voucdhers in FSF. in the Sta e finanéal mangenert and and
9. RAohibit the se ofpety cash to pay a | accouning systen. Disbursemerst
venda or an emplgee thais esablished | 9. Pohibit the useof pety cash ¢ pay a
in FS=. Any such payment shadibe supplier or anemployee thats estélished in
processed asvoucherin FSF. the Staé &isancial managmentard
16. Review GenerbFund aml accountiig systemAny such paymen
Appropriated SpeciaFund fetty cash should beprocessed as a uoherin the
acounts athe end bead fiscalyear to | Stae disancal managment and
determine ifthey ae stll needed. accountng system
16. Review General Bnd andASF pety
cash accours at theend of each iscal yar
to determne ifthey are still neeed.
3/1/2021 7 7.13 Transferdo Accounts Extanalto FSF Transfes o Accounts Extenal to he Statés | Chapte 717
Financial Managemet and Acounting Purchaing
Systen and
Disbursements
3/12021 7 7.13 Transfesto anOrganizatd n aceount, Tranders to anOrganizat o n @osint,a ¢ | Chapter 7i
external toFSF, are mt required to externdto the St fmdneadmaagement | Puchasirg
enawmberfunds. Howeer, when and accountingsystemare not reqined to and
disbursirg payments from tte externa enaimber funds. ldwever,when disbusing | Disbursenerts
accoun, Organizatios mustdhered the | paymentsfrom the exerral accaint,
same paties agpaynments disbrsed fom | Organizationsnustadhere totiesame
FSF. Approalswill be retained bythe policies aspaymerts disbursd from the
Organization al proof of sud approvals | St asfinan@ial maagemenhand
mug be poduced if requesteby DOA acmounting systemApprowals will be
for audt or otherpurposes retained ly the Organiationand poof of
such @provalsmust be poducel if
requested by D@ for auditor other
purposes
3/1/2021 7 7.14 Payment ofearnings to fate oficialsand | Payment okarrings toState officials ad Chager 71
employeeshoth sahried and houly, is enployees, bdt salaied ard houly, is Purchasing
accomplishedhroughPHRST (Payroll accomplishd throughthe Payoll Human and
Human Resorces SysterTechnobgy). ReourcesSystem Echndogy (PHRS). Disbursemets
3/1/202 7 7.15 ThePayroll Funding adjstment PFA) The Payoll Funding ajustmentPFA) Chapter7 i
Bolt-On appication provides a provides a mechaism forOrganizatios to Purchasing
mechanisnfor the State oDelawae 6 s | corred payrollexpense dist i b ut i o n| and
Organizdionsto correct pyroll expense Disbursenents
diss ri butioné
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3/1/2021 7.15 Every payrdlfunding aljustmen Every PFA transztion must be traealeto a | Chapter7i
transaction musbe tracable toatangible | tangibk tusness eventThe Stataequires Purchasng
busness gent TheStae require the the abilityto review an indvidual and
ahility to lookat an ilividual empo y e € employe e & sandgracy itfrom thesource | Disbursenents
payand traceit from thesource in PIRST | in PHRST tothe appropriaionsused tafund
to the appropriatiors ugd to tind this thisindividual. PFAs mustbe madeat the
individud. That is, DOA nustbeableto paycheck level athareassociatedvith a
look atthework the ndividualis assgned | sinde individual.
and makehe deérmination that the
funding isappropriate fa the wak. The Expirel AppropiationsProcess (EAP
Payrollfundingadjustments mst be made managgsaxpirggap?)opriationsin the( )
at_the p_ayclagk Ia_e\_/é andare associed Stated s fidl mamagement and
with asingle individual. accounting system. Wheranappropration

funding lineis exprred, the EAP processwill
The Expired AppopriationsProcess modify the fundingline in theSta tse 6
(EAP) manages exped appopriations in | financial maragement and acsunting
FSF. Wha an apropriation referencedn | system tothe UnfundedPayroll
a payoll Chartfied stringis expired FSF | Appropriation.
does na allow the paroll related
transction b postto that apropriation.

3/1/202 7.15 The Unfunded Payoll Appropriationis a | TheUnfunded Payroll Aprogmiation is a Chapter7 i
new, zera-balance apropriation, new, zero-bdanceappropriation, esablished | Puchasing
established in&Ftoh o u s eersi& i | intheSat e 6 s al mangement i and
Orgarizationsmust clear balanes on a aacourting systen to reord the expirel Distursements
regular lasis. The PFAs usedo funding line payoll transactons.
redigribute chargse from heUnfunded Organizatons mus clear badnces ora
Payroll Appropriation to an ative reqular basisThe PFA isused to redistrilste
appropiation, therely clearingthe charges fronthe Unfunded Payrol
Unfunded Rayroll Appropriation.Payroll | Appropriation toan active appropation,
transactias wil continueto kick on theréby cleaing theUnfunded Payrb
future myroll charges uriltthe sairce is Appropriation. Payoll transactions wl
corrected. Tqermanatly correctan continue b the UrfundedPayroll
expiredline of fundng, PHRS End Appropriaton unti thesource recal in the
Users mustdcae andrecalethe ource PHRST system is coectel.
of the epired appopriation in the PHRST
system

3/1/2021 7.16 Vendor Informatian Suppler Information Chapter7 i

Puchasng
and
Disbursenents

3/1/202 7.16 If avendor hasot prevously done If a supplier has no previously done Chapter 7
busines with the Stateor changedo the busineswith the Stateor chamges b the Purchasig
v e n d ota @eneeded, thvenda is suppl esddia ar@meededthesupplieris and

responible for properlyregisterng or
updating the vedor reaord throgh te
Stae Gastomaed Vendor W9 process,
whichis ac@ssibé thiough the DOA
website www.accountingdelaware.gov

respasiblefor properlyregistering or
updating tre supplierecord hroughthe

St = tuwrbatedeSupplier Portalvhich is
accesdile throughthe DOAwebste at
https:/esuppliererp.deawaregov.

Disbursements
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3/12021 7.16 IRS standards éttatethat all venda's If asupplig has not previoug done Chager 71
recaving payment fronthe State must busineswvith the Sate or chargesto the Purchaing
havea valid vendorname and Taxpayer supp i e ratae eatled, the sygier is and
Identification Number (TIN) conbination. | responible for propely registering or Disbursemats
All vendors must besuccessflly TIN updating tre sypplier record hroudh the
matched agaist IRS record pria to the St a aueoihad eSuppliePortal,whichis
disbursemet of payment. Vendrs that accesdile throughthe DOA websiteta
havebeen succefully TIN matched may | https:/espplier.ep.delaware.ge.
be sebctedto processeaquisitions,
purchaseorders, and_ vachers. Brchases Internal Rerente Service(IRS) standards
may only be radeusing ve_ndo_s wio dictak that d suppliersreceiing payment
have corpleted \erdorregistrdion and | o the Statemust have aalid supplier
hawe b_ee'? TN matdied ly DOA. name and’axpayer Icentification Numbe
Organlatlons Slogld contqt DOA for (TIN) combinaton. All sugpliers nustbe
assstance oquesions lelating to vendor successfulf TIN matched agmst IRS
requrements. recodsprior to thedisbursement b

paymen. Suppliers hat havebeen
Vendas nustbeset p and activated in succestllly TIN matched may bselectedo
the vendar tablein order forthesysem to | procesPos andoucters. Purchsesmay
issuepaymentsState erployees must only be made using ppliers who have
aso be st W in thevendortable. State conpleted sipplier regstration and ave
employees muscompletevendor tup beenTIN matded by DOA. Ogarizations
by submitthg he Sta¢ 6 s a ut o m| shoud contact DOAfor assstarce or
Employee Vendor Fom, which is questions elaing to syplier.
accestblethrough the S&ate Empbyees
section of the DDA webste Suppliers must ke set umnd activein the
http://www.accounting.ddaware.gowtom | sipplier table inorder forthe system to issu
municationsshtml payments. Statenployeesmust al be se
up in thesuppliertable.State employesae
Foreign Vendas, those establied responsibe for registeing as anew supplier
outside of tke United Sttes, ae or updaing their supplier recod through the
reponsible forcompletiy and sbmitting | St a aueomated SupplierPortd, which is
a W-8 form for review ard approval acessiblethrough the DOA wbsit at
PurchaeOrders and/oucherscamot be | https://esupplier.erp.delavare.gov
edablished witil the vende 6 s8 fowh is
approved byDOA. IRS standats require ) . . )
different types ofV-8 forms depenithg Foreign _$|pp||ers, hose establ!sdad outsile
ontheertity type The instructbns for of the Lhited Sates,are resporible for
completion of the W8 andits completlng and subrtting a W-8 form for
correspoding forms carbe fourd onthe | "€view and appova. Pos and Voubers
IRS website PerlRSPubli@tionsL5, canrot be etablished untithe 31 p p | W-e
certain ForeigrnVendorsare subjecto a | 8 form is @provedby DOA. IRS sandards
30% withholding. requre c_in‘ferent ype_zsof W-8 forms
dependingon the erity type. The
instructiors for compktion of the W8 and
its corrspondng forms @anbe faundon the
IRS welsite. PelRS Pulbication 515,
cettain ForeignSuppiers aresubjectto a
30% withholding.

3/1/2021 7.16 All Foreign Vendor paymentsmust ke All Foreign SQupplier paymentsmustbe paid | Chapter 7i
paid from FSF. Breigh Vendors mstnot | fromthe Sta¢ 6 s ncfalimaragema and Purchaing
be mid thraughoutsideaccoutts due to accountilg System. Forign Supgiersmust | and

IFS reprting requirenents.Organizaions
should caitact DOA for assistaoe or
quedions relaing to Foragn Vendor
requiremens.

Once a Breign Verdoris establisedin
thesystem and made tace:

notbe paidthrough outgle acouns due to
IFS reportingrequiremets. Orgaizations
shouldcontact DOAfor assistance or
quesions relathg to Foreign Suppler
requirements.

Once a Feeign Syplier is estalishedin the
systam and madeactive:

Disbusemets
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3/1/2021 7.16 -Contracts must battache to dl -Contractsmust be atiched toall Pos vhen | Chapte 71
PurchaeOrderswhen using a Foreign using a Feeign Syplier. Purchasing
Venda. -Invoices musbe attachetb all Vouchers in | @1
-Invoicesmust ke atached b dl Vouchers| the sytem whe paying @ForeignStpplier. | DiSpusemens
in the systen when pying a Forggn -PoOs an ke creatd and payment cdre
Suppler. made to thewsppier.

-Purchag Orders an be ceaedand -When applcable, Foreign Sppliers nust
payment carbe made to # venar. include the folbwing repesentatin an their
-When applicak#, Foregn Vendoranust | Inv o i dNe saviciés wee perfamed
include te following regpresendtion on within the UntedStat e s 0 .

their Inwoicesi No sswere i c e

performed wthinthe United Sat e s 0

3/1/202 7.17 The payment date @ invoice or bil will | Thepayment da of aninvoice or bill will Chager 71
be hedateappeaing on the endor chek | be thedate appearing athe sipplier chek Purchasing
issuel by the Sate The Sate shdlmake issuel bythe Stée. The State shalmake and
every dfort to isste paymerg to \endors | every effat to issie paymentsto supplers Disbursemets
within 30 daysof the: within 30days ofthe:

-Preserdtion ofa valid invoice onwhich | -Presetationof a valid inwoice an which a
a State Qganiation is liable to make State Orgnizatio is liableto make
payment; or payment; or
-Recépt of goods or sewices if received | -Reeiptof goads or services, ifecéved
after tre invoice or bill. after hieinvoice or bill.
The Orgaiization nmustdeterminevhat TheOrganizationmust detrmine vhat
corstitut e s i \Re@gdanizations constiutes i R & e ddankzatiGns ao
shoulddateand time stam all incoming havethe gotion ofusingthe Receiving
invoices orbills. Organizatbnsalsohave | functionality of the Statd s  tial n a n
the option of gingthe Receivig manageent andaccounting systen.
functondity of FSFE

Vouches requiring DOA pprowval should be
Payment Voubers reqiring DOA submittedvia theStaed Bnancial
approvalshaild beforwardedto DOA managemerand acounting ystem with at
(via FSF) withat least fiveworkingdays | leastfive working days remaing in the 3-
remainng inthe -day period® ensure | dayperiod to ensue timdy payment:
timely payment:

-Tranactionswill be processedri theorder
-Transations will be procesed in the receved.
order reeived. -Thereis no guaranteefane day
-There isno guaankeeof saneday procesing.
processing.
-A fax or copy d a documat will not be
accepedfor procesing unes an
emergeny situaion exists ad with the
approval of DDA.

3/1/2021 7.17.1 Organiations donothave to nake Organizations do nohaveto mée payments| Chapter @
paymerts or accrudnteres charges on or accrueinterest charges orportions of an | Purcasing
portions ofan invoice orbill which is invoice or bl which is contetedon and

coniested omreasmable groud bythe
Organization, providd tre Organizatin
notifies the veror, in writing ard within a
30-day period,detaling the reasongor
contestig the irvoice or bill.

reasonald gound bythe Orgnization,
providel the Orgnizatio notifies tre
supplier, in witing and wittin a 3Gday
period, déailing the reasonsoir cantesting
the invoiceor hill.

Disbusemats
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3/1/2021 7 7.17.2 | A venda may requie thatinterest A supgier may requie thatinterest Chager 71
commercefrom the enaf the D-day commace fromthe end oftie 30-day period | Purchasing
period and conthue unil paymen. The and coninue unil payment.The inerestrate | and
interes rate fidl not exceal annuaized shallnotexceedannualized rate df2 Disbusemens
rate of12 percent.Instead of iterest, percent. Instadof interest, syppliers may
vendors maghargeafi p& Int y ,hds | chargea 1 g e/n ach ismbt pernitted.
not pemitted. All interest tiarges shalbe | All interestcharges séil be mid by the
paid bythe Or@nizaion receiving the Organization receiving lhe goads orservices
goads or sevicesfrom the vendo. from the suplier.

3/1/2021 7 7.17.2 The Secretarpf Financewill report to the | The DOF will reportto the Cantroller Chepter 7i
Controler Geneal on Jauary 15 and dly | Generl on Jauary 15 and dly 15 d each Purchaing
150f each war: year: and
- The nare of anyOrganizationwhich - Thenameof any Organiation wich has, | Disbusemets
has, within thefirst six months, paid within thefirst six months pad interest to a
interesto a vendor supplier
- Thenumberor interes paymentsmade | - The number omterest paymentsmace by
by each orgamation; and each Orgaization;and
- The otalamaunt of interest paid by eah | - Thetotal amounbf interest pad by each
Organkation. Organization

3/1/2021 7 7.173 Everyeffort mug be mae to take all Evey effort must be rade to ake al Chapter 7i
discourts alloved by vendors. Tk pdicy | discountsallowed bysuppliers. This glicy Purchasig
requires venda dnéoicesto be processed| requires sppliersd voices b beprocessed | and
as expedibusly & possible. Al asexpeditiasly aspossible. All Distursenents
Orgarizationsshoud seek toobtain Organiations sbuld seek to btain dsourt
discaunt temswhenneggotiating termswhen ngoatiating purhiases th a
purchasesvith avendor. supplier.

3/12021 7 7.174 Payments to vetorsare to be madeonly Paymens to suppkrsare tobe made only | Chapter7i
after goodsor sewices are @éceived.The aftergoods or service ae received. The Purchasig
only exceptions tahis policy arewhere: only exceptions o this pdicy arewhere: and
- Advance payrerts are sancard busiess | - Advance paynents arstandardbushess | Disbursement
pracices (e.g, mantenance comacts, prectices (eg., maintenace contrats,
subscriptiors, regisgration fees, aiine subgriptions, registrdon fees, airline
resenations). reservapns).

- An advarcedpayment isn the Sated s | - An advarcedpaymeni s i n tbase
bestintereds. Requestfor sub advane interestsRequess for such avance
payments muse inwriting to the OVB payments mst be inwriting to the Directo
Director, aad receivetheconcurent of OMB andreceivetheconcurent approvad
approwal of the OMB Director andhe of the Directorof OMB ard DOF.

Secré¢ary of Firance.

3/1/2021 7 7.18 The sandad metlod of generating a The sandad method ofjereraing acheck | Chepter 71
ched is through=SF. Whenall appovads | isthrough the Sta e 6 siciaf miamagement | Purchaig
have been erred fora vowher, FSF will | and &counthg systemWhen all appovals | and
processhe necesarycheck, ascheduéd | have beenenteed for avoucher theStat® s Disbusemets
(geneally, the nex overnght ketch job). financial managment andaccounting
Checks are the sent® OST for systemwill process th@ecessary tieck, as
verificaton ard signaturg29 Del. C. scheduledgererally, thenex overnight
6516(a)). batd job). Checks ar¢hen sehto OST for

verificaon andsignatue (2 Del. C.
6516(a))
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3/1/2021 7.181 All checks are hwn inconseaitive All checksaredrawn in conseutive Chapte 71
numeical order(29 Del. C. §65164)). numerical oder(29 Del. C. 86516(b)) The | Purchasig
The Secretarof Finane will periodically | DOF will periodically verify that OST ha and
verify that theStae Treasurer hasrdwn drawnno checks dher than those amunted | Disbursenents
no checks therthan those accouted for for as described in Q9 Del. C. 86518.
as desribed n 29 Del. C.86516

Checks or dafts issied by the OSTwill not
Checks or draftdssued ty the State be tonoredafterthe epiration of $x months
Treasuerwill not be hoorel afterthe from thedate ofissuarce (29 Del.C.
expiration ofsix months fromthedat of | §2706(h). The State prazssesnanual
issuane. (29 Del. C. §206(b)) The Sate | warranttransadions, wsing voucher to be
processes mamliwarant tranactions, paid bywire transfers.
usingvoucherto be paid bywire transfes.

3/1/2021 7.182 Any checkthat iswritten in error, or a Any check that iswritten in error,or a check | Chapter 7i
check an @ganizationhas deided rotto | anOrgankation ha desided notto forward Purchasig
forward to a vemlor, must be prossed to a suppler, mustbe processedor and
for cancellsion through OST. cancelation throughOST. Disbursemats

3/1/2@1 7.19.1 | Astheneedarises, thénternal Revenue As the ned arisesthelRS and/otheS t a t| Chapter @
Senvice (IRS)and/o the Sta e 6 s wilD ¢ DOR will send DOAa ndice of a ley ora | Purcasing
send DOAa nottce of aevyor a Statef | Stae of Dedaware Tax Garnisiment, inorder | and
Delaware Tax Garnshmentjn order to to collect moneyowed ly a taxpaer. Disbursemets
collect money owed by a tapayer

3/1/2021 7.191 When entering asoucherto a vendothat | When enteringa voucheto asupplier hat Chapter 7i
has a levy or garnshment appied to their | has aévy or garnishmerdappled to their Purchasig
Taxpaer Identificatiacn Numbe (TIN), TIN, Orgarizationsmay not add anotkr and
Organizaions may noadd awother suffx | suffix or omitthe IRS or D& nameand Disbursements
or omit thelRS orDOR nameand address.A levy or garnishnert requires the
addressA levy or gamishmentrequires Stateto turn overall money obligated to he
the State taurnover al money oblgated | venda or taxpar. If asuffix is addedand
to the vendowor taxpyer. If a suffix is the morey is sent direcylto the individial,
added ad the money is s directly to the | theOrgarnization will be responsie for
individud, the Qganization will be retrieving the money teatisk the lew or
respmsble for retrieving tle moneyto garnishmat.
satidy the levy orgarnisiment.

Swplier checksshould ot be returnd to an
Vendorchecksshould not beetumedto Organization in ader tochange théRS or
an Organizabn in arder to chage the DORnanme and addesbthesipp | i e
IRS orDOR name ad adresdo the addressThebank will rduse tocas or
v e n d odre8ssThedank Wl refuseto | deposit the check anavill notify OST of the
cashor deposit the chek andwill notify change.
OST of the bange.

Organizationsshauld contat DOA
Organiations shoulctontactDOA regarding any gestionsconcerning leies
regardingany quesons concerimg levies | and ganishments.
and garnishmets.

3/1/2020 7.19.2 The State of Blawae is exempfrom The Stateof Delaware isexempt ony from Chapte 71
paying federa excise tax. Accodingto paying certain federatxcise taxes. Purchasirg
the IRS the buyer (Site ofDelaware)is According to the IRS,the sdler (suppler) gr_ﬂb

iIsbursemats

to provideto the sdler (the vaador)a
certificate vith this information. In
JanuaryDOA distributes tte Cerificate
of Tax-ExemptStatus for the Sta of
Delaware taOrganizations viathe annual
Tax-Exempt Certificate Accounting
Memao. To deermine f apurchases tax
exenpt or nonexempt,Organizations
shouldreview IRS Publicaibn 510.

mustprovidethe buyer (Site ofDelaware)
with an apprpriateform for the sgcific
exempt excisd¢ax. HEther OMB or DOA ae
resposible for sgning theforms and
returning to the supplier. To dermire if a
purchaseis tax exempt @ non-exempt,
Organizaionsshouldreview IRS
PuHication 510.
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3/1/2021 7.20 DOA producss IRS Informaton Retuns DOA producesIRS InformationReturrs Chapter7 i
annualy for paymentsmade throgh FSF. | anrualy for payments mad throughte Purchaing
Reporting includes Fans 1099-MISC, Staed Bnancial mangement and and
1099-G, and 1099-INT. DOA primarily accounting systeniRepating includes Disbusements
reports noremployeecompensatiofior Forms 1M09-MISC, 1099-G, and 1099NT.
payments mad tovendors i the cairse DOA primarily reports noremploye
of the vandor® gadd or busiaess ora compenation for paynentsmace to
Form 1099MISC. Rent, meélical and suppliersin thecourse of thesuppl e tradles
healthcare payments, angbaynents to or bushess ora Form 1099MISC. Rent,
attorneys are atsreprted on a Brm medical ancheath carepayments, and
109-MISC. Alsoreported are agdultural | paymentsto attorneyg ae dso reportedon a
paymenton a Form 109-G andinterest | Form 1099MISC.Agricultural payments
income on a Brm1099INT. are eportedon a Fom 109-G and nterest
income on a Fam 1099-INT.
3/1/2021 7.20 Vendor 1099 repomblestatuss Supplier 1099 eportabk staus is etsblished | Chepter 7i
established wén the vendor sulmits a when the spplierregisters througtthe Purdhasing
Delaware Sulstitute Form W9, which can| Stae 6 s  aead eSupier Fortal at and
be fourd on the DOA vebsite, https//esuplier.emp.ddaware.govThe Dishursemets
www.accountingdelawae.gov. The dollar | dollar threshold for Form1099MISC
threshdd for Form1099-MISCreporting | repoting is $600.The dollar threshold ér
is $600.The ddlar threshold folForm Form1099G is anyamour andfor Form
1099G is any amouwnt and for Form 1099- | 1099INT is $10.
INT is $10.
The 3 a t iradcil mhnagema and
FSF as a 109 External Trasactions accainting system has 109 External
comporentin place b enablecapuring Transactonscomponat in place to enble
109 reporaible paymentmadeoutsde of | captuing 109 reportable pymentsnade
FSF. Hovever, tte best pratce isto outsideof the Sate 6 sancfalimanagment
process all vadorpaymens in FSF. andaccounting gstem.However, the best
Instrudionsfor using his conponentare | practiceis toproaess allsupplier payments
available at intheSta e 6s f i magemet and |
http:/www.accainting.delaware.gov/DO | accounting g/stem. Instructionsfor using
A_Memosshtml. this comnent ae available at
http://exranetfsf.state.de.us/D@® Memoss
html.
3/1/2021 7.2 Organizations eerespnsble for Organizatiors are reponsble for Chapter 7
maintaining suppating documentation for | maintairing supportiiy documentdion for Purchasig
Organizdion transactios. Organizations | theirtransations. Orgaizatiors are and
havethe gption ofattachiry (scanning) encouragedo atach €can) spporting Disbusement
suppoting documents tohe tranaction in | documents to therarsacton in the Sate $
FSF, or @ganizations mayretan financialmanagemenand acounting
supprting hardcopy deumerts in system or Olganizatims nay retain
complian@ with the DocunrentRetention | supporthg hardcopy d@umentsn
schedules seforth by the DelawardPublic | compliancewith the Document Retenbn
Archives schealules setdrth bythe Ddaware Pubt
Archives
3/1/2021 6.5 <$5000Stanchrd Appraval Only <$10000 Standad ApprovalOnly Chapte 6 -
<$5000 SpeciaApproval(s) Rejuired <$10000 Soecid Approval(s) Reaired Approvals
> $5000 Standad Approvalsonly > 10000 Stardard Approvalsonly
>$500 Spedl Approval(s) Rejuired >$10000 Special Approval(s) Requied
3/1/2021 6.5 Transa&tion Approvals Transaction Appovals Chapter 6
Only if thetotd POvalue & geater tha Only if the total POvalueis greatethan Approvas
$5,000. $10,000.
3/1/2021 6.5 Transaction Approvals Transadbn Approvds Chepter6 -
For Gransi Transfersover $5,000 or For Grants Transkrsover $10,000 orover | Approvals

over 10%of a tol grantvaluerequire
approvd form the Grantor

10% of a tdal grant \alue requireapprosal
form the Grator
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3/1/2021 6 6.6 Captal Improvements Captal Improvemens Chepter6 -
For dl Pos, ChangeOrders, and Diect For al Pos, Change Ordes, and Drect Approvak
Claimscoded to Baxd Accownts and Claims coded t@ond Accounts ad Sdool
Schod i Minor Capital. SchoolMinor T Minor Capital. SchooFMinor Capitl
Capital trarsactiongequie approvabf transactios reqire approval of DCE,
DOE, Caital Prgects Maragemat. Capial PrgectsManagenert with the

exception of Charter Schools.

3/12021 6 6.6.8 All purchases owe$5,000also regire the | All purchases ove$10,000also requirethe | Chapte 6 -
approval of DOA. approval of DOA. Approvals

11/18/2020 14 14.3 Cads aresignedby all individuals Cardsindicat all individualsauthorizedby Chapter 141
auhorizedby theOrganization Headd theOrganizatbn Head to expendundsfor Payroll
experd funds for the Department 135 the Depatmert IDs listedon the ced. The Conpliance
listed o the cad. The Or@nizationHead | Organization Had isrequiredto gn to
is requred to sign witha LIV E signatue indicateauthorization of all gners to
to indicate authodation of dl signers to | experd funds.
expend éinds.

11/18/2020 14 145 Upon hiling an alien, the Organizatio Upon hiringanalien, the Orgarizationmust | Chapter 14
mug notify PCGof thehire. For detdled | notify PCG ofthe hire For detailed Payroll
information refer b Payoll Procedure informationrefer o Payoll Procedire PCG- | Compliance
PCG-NRA-Tax Tratmentof IncomePaid | NRA-Tax Treatrrert of Income Rid
to Aliens: Aliens:
https:/accownting.delavaregov/payoll_co | https://acounting.delawargov/payroll _com
mp/PCGNRA.pdf p/PGG-NRA. pdf

If an Organizaibn is paying a Foreig

National asavendr, the Oganizadion must

notify PCG,PCG will provide the

Orgarization Form W8 BEN for

completbn. SeeSection 7.16 Suplier

Information.

1/8/20 9 Intro All receiptsof moniesof the Sate are All receipts d monies ofthe Sate are Chapter 91

credited inb theGereralFund @9 Del. C. | credied intothe GenerdFund GF) (29 Del. | Reipt of
§6102(a)), exceept amoted oherwise in C. 8102a)), except as noted o#inwise in Furds

this Manual. Funds at depoged into the
Geneal Furd are placd in SpecidFunds
and accouts.

The State Teasireris responsble for
loading dily depost information receivd
from the Sat&d sanki intothe Sate ©
financialmanagenent andacacourting
system First Statd=inancids (FF).
Organizaions ae then reponsble for
applying depostt ino the corret
Orgarization appopriation.

The Scretary ¢ Finane is accountale
for all monies cdlected onbehaf of the
St at eé.

this Budgd ard Accounting Pdicy Manual
(Manual). Funds notdeposited intahe GF
are paced in SpeciaFunds(SF) and
accouns.

The Office of the StateTreasurer (OST) is
responible for loading déy deposit
information recéved from the Stat 6 anksb
into the Sated snartial management and
accountingsystem Organizationsare tha
resmpnsble for applying depositsinto the
corre¢ appropiation.

TheSecketary of Finare (DOF)is
accountble foral monies colletedon
belal f of t he

St at eé |
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1/82020 9.1 The Sate Treasrer isresponsible fo The OST is respasible forenforcing all Chapter 9
enforcing dl policiesestalishedby the policies estabshedby the Board wit Reeipt of
Board wth regect to hecreationof all resped to the creaibn of al cheding Funds
checking acounts bythe Sate.(29 Del accouns bythe Statg29 Del. C.

C. 8716(d)(2))The Stak Treasurer is §2716()(2)) The OF is dso respontble

alsorespmsible for nvesting manies for investing monies behgirg to the Stee

belongng to the Stte in accodance vith | in accodance withtheB 0 a r didies, p g

t he B pdlides]a&cept s noted except asoted otherwis in ths Marual.

otherwise in this Manual (29 Dedl. C. (29 Del. C.82716€)(1)) The Boardmay

§2716(g)(1)) The Board may amenar amend or dhangethesepolicies from timeto

charge thee pdicies from the time to time and mg grant waives for these

time and nay grant waivers fothes policies shaild the Board deterime the

policies,shaild the Board dgeminethe policiesarenotin the Stae dbed interess.

policies are nbintheSt at eds b

Interess. Organkationsmust report tahe OF
projecionsof receips andexperditures, ®

Organizdions mustepot to the State the State Trasurermay povide the Board

Treasuer projedionsof receiptsand with accuate cah flow foreads. (29 Del.

expenditues, sahe Sate Treasuremay C. 82716(e)(2))

provide the Boad with accurate cash flow

forecasts (29 Del. C. §2716(e)(2))

1/8/2020 92 Organizaionsmust exetise closecontrol | Organizationsmustexercise cbse control in | Chaper 91
in handling ash reeipts.Exactaudit handlirg CashRecépts (CR. Exact audit Receiptof
requremernts for processig castreceipts | requirementgor processing CReayvary Funds
may vary anong Qrganizationshowever, | among @ganizations; howeer, the
the following bast procedures musbe following basic preaeduresmust be
followed: followed:

1% bullet 1% bullet

Organizaions must spaatethefunctions | Organizationsmust €parate the fundionsof
of cashier an@ccountilg among cashie andaccouriing amongpersonnke
Organization gersonné ond hyllet

2" bullet Frequent andunannainced casttourts must
Frequentind uramounced cash aunts be conducted by @ganiations persnrel
must be onducted byOrgarizations otherthan thoseregonsible or the haulling
persanel otter than those respnsble for | and accounting 6CRs.

the hadling andaccouting of cash 4t pullet

recepts. Check endorsmentsshould satisfygenera
4" bullet endorsenent requirements as outlined
Checkendorsenent should satigy periodicly by theOST.
generakendorsenent requiremets, as

outlinedperiodically by theState

Treasurer

1/8/2020 9.21 The Sate Treasuremay receve The OST mg recave dividends orintered Chaper 971
dividends or interestfrom any $ock, from any stock, haresloans, or ivestmend | Receipt of
shares, loans, binvegmentsof mones of moniesbelongngto the State ntoa Funds

belongng tothe State or toa sctodl. The
StateTreasuer is responsibldor
allocatingthe receivedfundsto the preer
Organiations.(29 Dd. C. §2709)
Organizdions ae regonside for applying
the funds ¢ the carect Organiziaon

appropriation.

schml. The OST igegponsble for
allocaing thereceved fundsto the prger
Organkations(29 Del. C. §209)
Organiationsare resposiblefor applying
thefundsto the orrectOrganzation
appropriaton.

Budget and Accounting Policy Manuzrrata

Page49of 188




Changedo the Budget andccountingPolicy Manual

1/8/2020 9.22 TheDivision of Revene (DOR), The Division of Revenue (DOR), Chaper 971
Departmat of State and the Bark Department of Stateand the Bank Recépt of
Commissiorhave ind@endensystems to | Commisson have indepedent systms to Funds
maraege thedetaled accountingassociaed | manage the detked acountng asseiated
with the taxrevenwescolleded bythe with colleded tax revenes. Tax periodard
Division. Tax periodand taxpayer taxpayerspedfic information is cgtured
specfic information is captued fom the | from the taxremitance docurants(e.g.,tax
tax remittance dcumaents (e.g., ta retum | return formschecks) and enteedinto the
forms, checks) and enterednto the appropriate system.A CR transadbn is
appropride systemA Cash Reeipt (CR) | processed byrganizaions b propealy
transaction $ proessed by DOR to creditthe (Rsintothe Stée 6 ssh ¢ a
propety creditthe @sh reeipsinto the colledionsaccoutandSt at e écal f i
Sta e 6 B coleeaians accontandFSF. | mamgemenandaccouning system

1/8/2020 9.3 The curent list of Specal Funds and The current list oSF and Accountsare Chapte91i
Accounts follows: included in Chepter 3 Section . Re@ipt of

Funds

1. Accounts estaidhed ly Organizations
for thecollection of receips for:

- Board;

- Tuition;

-Hosptal Treatmerd; and
- Saleof Fam Products
(29 Del. C. $102b))
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1/8/2@0 9 9.3 2. Revenue Réund Accounts(29 Del. C. Chapter 9
Cond. | 86533¢) Receipt of
3. Fedeal Aid Fundsi All federal Funds

financial assistane program money
recaeved bythe State, whethalirectly or
indirectly, in theform of cash, checkpr
via anelectranic funds trasfer mehod.
(29Del. C. 82711a))

4. Cegpital Improvement ProjectsFund i
All moniesreceived fronthe saé of
bondsand notsisswedfor thecaptal
improvement progran(29 Del. C. §741)

5. First State Improvement Fund(29 Del.
C. 85080

6. Advanced Planing and Re&Propeaty
Acquistion Fund (29 Del. C.86343)

7. Accaunts establshedfor minor capial
improvemerts bylocal hool districts(29
Del. C.§7528)

8. Accountsestdlished fortherental,
repair, ard lease purchse of porable
classrooms by thé&tateBoardof
Eduation (29 Del. C. §6102(d))

9. Accaunts establshed for theBusiness
Enterprie Progran 6 s ndimgeeceips,
opeaated by tte Division for the Visually
Impaired, withinthe Depatment of Health
and social ®rvices.(29 Del.C. §6102(1))
10. Accaunts established for the
improvemert of statavide (departmenal
ard divisiond) indirect ccst recoeries
from programdginanced in whok orin
patt with federal fuls. (29 Del. C.
§6102(k))

11. Accourts edablished fa the Delavare
Emagency Manageent Agency (29 Del.
C. §6102())

12.Division of Coporations Corpaate
Revolving Fund (29 Del. C.82311(h)
13.Emegency Haisng Fund (29 Dd. C.
§7953

14. State Lottgr Furd (29 Del.C. §4815
15. Delaware Higher Educatin Loan
Program Fund (29 Del. C.86102¢))

16. University of Delawae Funds (29 Del.
C. 8§6102(b))

17. DelawareStateUniversity Funds(29
Del. C. §6102(b))

18. Delaware Techital and Canmunity
College Funds(29 Del. C.86102(b))

19. Delaware Child SupporEnforcemen
Accourt (29 Del. C.86102(9)
20.Delaware State tdusingAuthority
Funds(29 Del. C. §6L.02(h))

21.Housing Developmentund(31 Del.
C. 8030)

22. Locd School Dstrict Fund (29 Del.
C. 8612()))

23. Delawae Housing InsuranceFund (31
Del. C.§4050)
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1/8/2@0 93.1 Fundsnot mantained under he cusody of | Funds nd maintained undethe cusbdy of Chapte 971
the Stae Treasure should be maaged as | the OST shouldbe manged agegular Receiptof
regular shool intemal funds and ee school hternd funds and aresubjec to the Funds
subjectto the accountingrocelures aacourting procedires describedbove.
descrbedabove.

1/8/2@0 9.3.2 Proceeds from thealeof bonds, ntes Proceeds frm the sle of bonds notes and Chapter 9
ard revenue ndes including pemiums revenue notesincluding premiums ad Recept of
andaccruednterest, areleposied bythe | accried inerest,are deposed bythe OST Funds
State Treaster into State Funds & into Stte funds as fdlows:
follows: 1stbullet
1 bullet All proceedsrom thesaleof bonds or mtes,

All proceals from the s of bands or other tharpremums oraccrued interesare
notes, othetthanpremiums oracaued deposited ito a SFor funds ofthe State and
interest, are depdsid nto a SpeciaFund | are appliedfor thepurposes for Wwich the

or Fundsof the State, and a& appliedfor bonds a nates weressued.

thepurposes for \Wich the bond a notes | 2nd pyjlet

were ssued. All proceelsfrom thesak of rvente notes
2" bullet and al accruel interestfrom thesale of

All proceelsfrom thesak of revenie bonds orevenue ntes are depositddto the
notes and &lccruel inteestfrom thesale | GF.

of bonds orevenue nees are deposited | 3rd pyllet

into the GeneraFurd. Any premium from bonds or reenue notes
3 bullet are depsited, at theliscreion of the

Any premium from bads or reenue Director ofthe Cifice of Managenent aml
notes are deposit, atthe dscretion of the | Budget(OMB), the Gntrdler Generaland
Directar of the Officeof Management ad | the Secreary o Financ, into:

Budget (GMB), the ControllerGeneral - SFsof the Stag; or

andthe Scretaryof Finance, into

A SpecialFund of the Stateor

1/8/2@20 9.33 All federal grantfunds shold be male All federalgrantfundsshould bemade Chapter9 1
payable tahe Stée Treasurer. Funds wil | payable to the Sate Teasurer.Fundswill be | Receipt of
be geditedto the $ a tfi€edesalAid credited tothe § a t EedeshAid Funds
Accound  Sigl Eund(29 Del. C. Accound SF 9 Del. C.§2711(a)),unless
§27114)),unless hefederal goverment | the federagovenment requiesthefundsfor
requires the funds for spedfic grant aspedfic grant b be segrgated ifo a
be s@recatedinto aseparate accant. The | separat@ccount TheOSTis responsile for
State Tresurer is respnsiblefor edablishing anysuchsegregate accaints
establishing any sich sgregated accourd | for grant fundsin compliane@ withall
for grant furdsin compliancewith all federalrequirements. Or@nizationsshould
fedeal requremens. Oganizatons use the dé@ered functionaity of theState 6
should use tle ddiveredfunctionality of financial managerant and acounting
FSF b bill granbrsfor draw downs system to bllgranors fa draw-downs
as®dated with the Organia t i o n 6 s| asseiatedwith the Orgarzatiord grantg).
grant(s).

1/8/2020 9.34 Organiationsperiodicaly receiverefunds| Organizationsperiodicaly receive refunds Chaper9i

from emplgeesr from vendaes. The from empbyeesor vendors. Therefunds Recépt of
refunds (General Fund and Secial Fung (GF and Skrare piocessd asfollows: Funds
are pocessed as fldws:

1/8/2020 9.35 A local schooboad may dlow sctool- A local stiool oard may allow stool Chapter 91

sponsored orgnizations, nonprdit sponsored organiations nonproft Recépt of
organizatbns, orany gvernmental organizatons,or any govermental Funds

Agendes touseschool progerty a
equipmet uncer itsjurisdiction freeof
charge: or the bcal sclod board may
adgot apolicy to charge thesedences or
organkaionsa feefor cossincurred in
excess b normal gerations.

Organizations to useschod propertyor
equipmen under its juriséttion free of
chargg; or thelocal schod board mayadopt
apadlicy to charge these denciesor
Orgarizations a fedor cogsincurred in
exces of normal opeations.
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1/8/2020 9.36 If the desigatedfee pe& copy is not an If the desjnatel fee per copys notan Chapter 971
adequde recovenyfor anOrganizaion, the | adejuaterecovey for anOrganizaion, the Receiptof
Organization may subrit a request to the Organization may sumit a request tthe Furds
OMB Diredor toincreae the feand/a Direcor of OMB to increase théee and/o
charge adminigrativef e e s é . chageadministratie f e.e s é

1/8/2020 9.3.7 State empbyeesand pivatecitizens who | Stateenployeesand privatecitizens whaare | Chapte 9
are fourd guilty, by a cout or through foundguilty, by a ourt orthroughanotter Recépt of
anotersettlenent process,faheft, settement praessof theft, embezlement Funds
embezzlementor fraud,in thehardling or | or fraud, in the handling or receipt 6 State
recept of Stae fundsor property, may be | fundsor property,may berequired 6 mée
requiral to m&e restiution to the State. resttution to the Ste. Proper handhg of
Dueto the wide aray of varieble aiteria | thereditution mustbe addresed on a ase
that @n applyto eaxh cae, theproper by-case bais.
handling d the restiution must be
addesse on a cas@y-casebass. Organizatons nustinform the Diectorof

OMB and theDOF ofthe detds ofany and
Organizaions mustrform theOMB all incidents otheft,embeziemert, or fraud
Director and the ®cretay of Financeof with respecto Sate maies or property s
the dedils d ary and all incidents of thett, | som as the aliged behavioris discovered é .
emlezzlenent,or fraud withrespecto
Stae maies orpropety as sooras he
alleged behavior is dcove e d é . .

1/8/2020 9.4 Accourts Recévable repesens amounts | Accounts Receiviale repesens amounts Chapte9i
billed or billable topatients, dients, or billedor billable topaients,clients, or Receipt of
taxpayes when lhe Stée povides @ods | taxpayers when the St&t providesgoods ard Funds
and servicesor when tre Stateestablishe | sewices or wha the Stag estabishesa due
a due date fowariousfees or taxes.An date forvarious feesor taxesAn acounts
accountseceivablereport is submitted to | receivablereport is subnittedto the
the Sereary of Finance eaclearasport | Depatmentof Finance(DOF) eachyearas
of theannual GAAP repating packag. portof the anrual GAAP reportirg package.

1/8/2020 94.1 Organizationsshould cordinatewith the | Organizéionsshould cardinae with the Chaper9i
Depatmentof Finane (DOF) and casult | DOF and consli with the Attorney Genera Reeipt of
with the Attorney Geneal to develop to develop colkection proedures. Each Funds
colledion procedures. Ezh Orgativation | Orgarization must provde ananntal written
mug provide an anual written eport d report of its proceduresor anyamendments
its procedurespr ary amendmentto its to its procedues,to the Secredry of Finance
procedures,to the Secretanof Finan@ by | as parbf the annualGAAP reporting
Jure 30. package.

Organizdions ae reqiired b cooperagt Organiations a@e requiiredto cooperatewith
with the Attorney Ganeralin effecing the Atorney Geneal in effecting ollections
cadlections ad should usehe remdies and slould use remediesprovidedby the
providedby thelegd system, a legal systemas appopriate. If he accant
approprige. If the accountemans remains wncollectile, the Organization
uncolledible, the Organization should shouldrefer tothe acountto the Secretary
referto the acount tothe Secretargpf of Financewith all pertinentinformation
Financewith all pertinentinformaion.
1/8/2020 9.4.2 Organizationsmustdoaument the Organizationsmustdocumaent the Chaper9i
procedue used taletermne the amount | procedursused to @étermne the amounbf Receépt of
of douliful accauntsand include the doubtful accauntsand irclude the Funds

procedures as fart ofthe annal written
submission to DOF ofthe Orgnizatonés
collecton pdicies andproceduresThe
procedures wexl todetermine duktful
acounts should bereviewedperiodicaly
to ddermine whetherevisons ae
necessary duao changing conditions

procedues agart of theamualGAAP
reporting padkage subnited toDOF. The
procedures usetb determinedoubtful
accouns shold bereviewed eriodicdly to
determine whetherrevisions areecessy
dueto changingconditions.
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9.44

Organizations nug obtan written
approw from the Secrairy of Financeo
remove anaccourt from an
Organizaionds list ofactive accouns
recavable Thereclassificaibn of afull or
patial accountbdance toan hactive
status does nobfgive the debtThe
acountbalanceremains subjecto
collecton in the event the @anizaion
determines égrcumganceshave changed at
a laerdate.

Orgarizations must provide theSecretay
of Finarce withthe falowing
doaumertationto obtain approvaib
reclassify araccourt badance toan
inactive statis:

Upon gprovalby the Secrety of
Finance Orgarizations siouldremove the
full or patial accaint bdancefrom the
Organizatd n 8 $ve arouns receiabe
file and plae e accant into a
permanat inactive file.The

Organidio n Acgounts Receivhle
policy shouldinclude perioit review of
inactive accountsecevable to determne
if the accout(s) shouldbe reclassified fa
further collection efforts.

In the eventhere are ollections of anyor
all of the acount afterit is wittenoff, the
cdlectionsare to Ie recorded aseneral
Fundrevenueto accoun491®, Bad debt
Recwery, in the yarthey arereceved. It
is notnecessy for the Organizdion o
requesthe ormer eceivable be re
adivated.

The Orgaization épsrmanern inactive
file must be updted anchoted for sul
collections The Qrganization mustsubmit
the docunentaton fromthe cdlection ard
the adjustedccountbalarce ofthe
pemanentinactive fle to DOA.

DOA retains a reawrd o accounts
recavable tha havebeenwritten off and
will attach he documentatin to he
appropriate record.

Organkaions must ob&in witten appoval
from the Cabinet Secretaror Organizaton
Head to enoveanaccounfrom an
Organi z at ifaaivé sccolnitss t
receivable The reclassfication ofa full or
partialaccount balace to & inadive satus
doesnot forgive the debtThe acount
balance remainssubiject to collecton in the
event the Organzation determines
circumstages have changed a later date.

Organizationsmustmaintain the folbwing
documentatio to obtain aprovalto
redassify an accounbalance to an inactve
staus:

Upon appoval by theCabinet Secrtary or
Organkation Head Organiaions shaild
removethe full or partihacount balance
from the Qrganizatond active accaints
recevable fie and placehe accant into a
pemanent irctivefile. The Orgarzation $
accouwnts receivable pdicy should irclude
periodic review of imnadive accounts
recevable b determine if th@ccaint(s)
shoutl be reclassified for further cdlection
efforts.

In the event ther are ollections ofany or
all of theaccount afterit is written off, the
collections are to beecordedas GFrevenue
to acoount49159, Badlelt Recovery, in the
year hey ae receivedlt is notnecessay for
the Or@niztion to requesthe former
recavablebe reacivated.

The Oganiation $permanehinadive file
mustbe upétedand noted forsuch
collections.

Annually the Organizationmug notify the

Secretary oFinance of the &tus d the

inactive aaccounts hrough submisdgon of the

following informaion to DOA:

-Current yar appoved write-offs:

-Current yearcollectionsof prior write-offs

-Yearend bdanceof thepemarern inactive
file.

Chapter9i
Recept o
Furds
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1/8/2020 3 Delawared acourting frameworkis Delawa e 6 s ( S ntiagframewoskd c| Chaper 3i
strucuredbasd on Generajl Acceped structured upon Geneally Accepted Delawaets
Accouwnting Principks (GAAP) usng Accountirg Piinciples (GAAP) uing Accountirg
appropiationsand funds totrackand appopridgions and funds 6 tradk and Framework
manage anticipted reenuesand manage antipatedrevenwesand
expenditues. GAAP standais ae usedo | expemnlitures. GAAP standrds araisedto
establish measement and clas§ cation edablishmeasurement and &assfication
criteria for meaningful financial rgporting. | criteria for manindul financid repoting.

Each year, Dewareprepaesthe Each year, the Stateprepares the

Comprehenige Annual FinancialReport | Compretensive AnnuaFinancal Reprt

(CAFR) asits dficial record of financal (CAFR) as itsofficial record of financiad

activities for the Statebasel on natioral activities, based m natonal GAAP

GAAP standards and guideies. stendards ad guddines.

Delaware ussthebudgetary/cashbasis of | The Stateuses the bdgeary/cash basis of
accounting to manag its day-to-day accouring to managéts day-to-day

operatios. Fdlowing is a brié operatons. Following is a briefexplanaton
explaration of apprgriations and @inds, of appropiationsand inds, & used to

as usel to segregate andnanagehe segregte and managehe Stéed s  aimqe
Sta e dperatirg and cgpital mories. and caital monies.

1/8/2020 3.1 Istbullet: - An Appropriationis abudgetary tool used Chapter 3i
An Appropiiation is abudgetay tool used | in governmatal accountng to control Delawar® s
in governmentabccountingto contol Sperding andtrackrevenue coledions. The ACCOUnting

termmayalso efer to an allocain or set Framework

spending.The tem mayalso refer to an
allocdionor set asi@ of nonies for
specfic purposes, or a specit account
usal tosegregate funds (e.g a pendng
line).

39 bullet:

The annual Appropration Bill is the
mears by which appopriatiors are gien
legal effet. Upm appovd by the
Legidature the Appropriaton Bill is
enated nto law asthe annual opating
budgetfor the Sate. Any further or
spedal appopriation authoded dter final
action is t&ken on the Budget
Appropiiation Bill is referredto as a
supplementaryappropriation.

4t pullet

After theannualbudget & enaded irto
law, budgetary ecountsare etablishedby
OMB inthe 8 a4 finabice ad
accounting sysim, b record thespecific
spending authorizations ganted by he
Legidature. The acountsare cedited
with the aigina and any supplenentay
approprations andare dharged througbut
theyear wth any expemlitures and
encunbrarces. Tke smallest agenaynit
for which aformal appopriation is
auhorized ly theLegislatueis cdled a
Budget Unit.

asideof monies br specfic purposes, oa
specificaccountused to seggate funds (eg.
aspending Ine).

39 bullet:

- Theannud Appropiiation Bill is the means
by which appreriations ae givenlegal
effect. Upon gprovalby the Legislatue, the
Appropriaton Bill is enactedinto law as the
annual opeating hudget for theState Any
further or specialappropiation authorizd
afterfinal adion is teken on the
Appropriation Bil is refered to @ a
supplementaryappropriation.

4t pullet:

- After the annuabudgetis eradedinto law,
budgetay accouns are emblished by ™MB
in the Sta efhancial maagemeat and
accountilg sysem, to record the speific
spending autbrizations graatedby the
Legslature. The accownts arecredited with
theoriginal and anysupplementry
appoptiationsare ctarged thraighout he
year with ay expedituresand
encumbances. Tre smallest ageng unit for
which a formal gpropriation s auhorized
by theLegislatureis called aBudget Unit.
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Contd.

5% pullet:

The State tacks expenditres by
apprariation usirg anumberof different
appropriation types Each appopriation
type isidentified inthe 8 a t ipadiceand
accouring systemby a unique codélhe
St at edpsatioaspemasen gending
authorty grantel by thelLegislature State
agencies ae rot pemitted tosperd
beyond thé& anrud apprqriated
amounts.

5% pullet:

- The Sate tacksexpenditiresand revenues
by appropiation using a nutwer d different
appopriation types Each appropiation type
is identfied in the Sa t eirfarscal f
man@ement ancccounting system bya
uniquecode.

Chaper 371
Delavar e §
Accouning
Framework

1/8/2020 3 31

NOTE: Appropiiations donot necessarily
represat actual cahavaiable for
experditure. Agencies ae notpermited to
encumbergains anticipatedrevenues;
encunbrances may onlyby madeagain$
avdlablecase For General Bnd (GF)
appopridions ae avaiable for mmedate
erncumbrances. For Apopliated Specia
Fund (ASF) appropriations, availade cah
is the lesser of the apppriaion or
received revenug. Fo moreinformation,
agercies stould refer b Setion 3.2.

The State &0 u®s emumbranesasa
means obudgetary ontrol.
Encumbranes ae reservatinsof
available appopriationsor cash; an
enawmbrane is recognizedvhen a
purchaseorder transation isrecorded in
the Staé $Hfinarceand accounting system.
(26 Del. C.86512 @))

NOTE: Appropriations do nbnecessaty
represent actl@as availablefor
expendture. Far more informatin,
Organizationsshould refer toSectin 3.2.

Deleted

Chapter3i
Delawared s
Accourting
Framework

1/8/2020 3 3.2

NOTE: These Stte budgtaryfundsare
notto beconfused ith the gerric fund
types ued fa governmerdl accainting
and GAAP reporting.

General Fund (GF) i GeneralFund
moniesare ugdto finance angccount
for the ordirary operationsof
governmetia agencies. The G is
appopriged by the Lagislaure for any
legally authorized purposeand t is used
to accourt for all reverues and
disbusements no provided for in othe
funds All GF monies are cosiderel State
monies ad maybe encurberedand
expendal upon estabthment dthe
apprriationin theS t a tinanbesandf
accounting system.

TheGF includesall monesderivedfrom
taxes, feespermits,licensesfines
forfeitures,or from anyother soutes or
receipts, unles spedically exemped or
provided by law. Fo more hforméion
about tle composdtion of the GF, agacies
should refeto 29 De. C.§6102 (a).

NOTE: Thes Sate budgetarnyfunds arenot
to be confused wh thegenert funds used
for goverrmental accountigy andGAAP
repating.

Geneal Fund (GF)i Moniesusedto finance
and &oount for the ordharyoperaions of
the StateThe GF is appropatedby the
Legidature for any legally authorized
purpose, and iis usel to acauntfor all
revenuesand disbursemets notprovidedfor
in othe funds. All GF mories areconsicered
Statemoniesand may be ecunbered ad
expended uponsgablshment of he
appopriaton intheSta t éirarxial
managemet and accountingystem.

TheGFincludes all noniesderived from
taxes, fes permis, licensesfines,
forfeitures, or fom anyothe sources or
receipts, uressspecifcally exempted or
provided by law.For more information
about the compsition ofthe GF,
Organizationshouldreferto 29 De. C.
86102 (a).

Chapter 3i
Delawaed s
Accounting
Framework
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1/8/2020 3 3.2 Spedal Fund (SF)i Speial Fundsrefer SpecialFund (SF)i All moniesothe than Chapte 31
Contd to al monies other tha Gereral Funds. GFs. SFsareany funds thatmust bedevoted Delawa & 0
SFis any fund thatmust be devotedo to ome spedl usein acmordance wih Accourting
some spcial ugin accordane with speific regulatiors andrestrictions. s are | Framework
specifc reguations arl restictions. usudly created ttough satutory provisions
SpecidFunds are usally createdthrough | to provide certan adivities with specific ad
statutoryprovisions toprovide certin cortinuing revelues ard are used for general
acivities with spgedfic and corinuing operaion of theserestictedand sgdfied
revenuesand are usifor geneal governnentsevwices.
operdion of these reicted aml specifed
governmengervies. The Stae usesfour Spel Fund categoy
types:Appropriated SpecialFunds, Non-
The Stake of Delavare ugsfour Special | appropri ated Speial Funds, Fedeal

Fundcategory t/pes:Appropriated Funds, and Bond Funds:

Special Funds, Nornrappropr iated

SpecialFunds, Fedeal Funds, and

Bond Funds:
1/8/2020 3 3.2 1. Appropriated Special Funds (ASF) i 1.Appropriated Special Funds (ASF)i A Chapter 3
Cond. A specialfund type that the Legslature specialfund tha the Legisaiure hashosen Delawar® s

haschosen b pla@ undr the same tye of | to place undethe sanetype of budgeary Accounting
budgetay andfinancial cortrols as tle andfinandal controlsas heSt at e 6 s | Framework

St t e énsral Bund. Annddudget
requestsnust ke sibmittedto the OMB,
ard must be aproved bythe Legislatue.

ASF iscorsideed Statamonies Annual
expendiuresagaing ASFmories mg not
exceed the gpropriaton limit authorized
by the Legislaure.ASF ercumbrances
may ony bemade againsidual cas
receipts and may notbemade aganst
unfunded ASF appnpriation balances
2.Non-approprated Spedal Funds
(NSF)i A speciaffundtype tat lesno
legislatve speing limits. Generlly, any
monies o haad maybe expended, yet
encumbrances may iy be madeagainst
adual cash recgts. Dongions, dfts, local
school funds andvarious trug fundsare
examples ofNSF maies. NSHs nd
congdered State monies

3.Fedeal Fundsi Spendimg auttority for
federl grart funds is basedrogrant
awards. Ajerciesreceiving federal funds
may encumberand exped up to the fll
amount of allotted federal funds,
regardless of vhetheror not hefunds
hawe bea received.
3 paragaph
State-approprated matchingfunds ae
Stak monies and araibjed to State
sperding rulesand restrictions. Cashmust
be availablebefore encuméring any
Stae-appopriatedmatchirg funds.
4.Bond Fundsi BondFunds ae
authorized annually bythe Legslature in
the Bord Bill, alsoknown asthe Band
and Capital Impovenent Act.

Annualbudgetrequests musbe sibmitted to
theOMB, and must be approgeby the
Legislaure

Annud expendtures against A% monies
may not eceed the gpropriation limit
authorized bytheLegislature. ASF nonies
may be emumbeled orexpertded against th
availeble sgendirg authoity, which is the
lesser ofthe authorized apppriation limit
or revenuecal ectal.

2.Non-appropri ated Specal Funds (NSF)
i A speial fund tha has ro legislaive
spending limits and is rot consicered
appropiatedmonies. NSF ranies mg be
encumtered orexpenced againstrevenue
collected.Donationsgifts, local shool
funds,ard varioustrust funds se example
of NSFmonies.

3.Federal Fundsi Spending authorty for
federal grantfunds s based a grart awads.
Organizations eceivingfedelal funds may
encumkberand expad wp to tre full anount
of dlotted federal funds, regadless of
whether or not he funds lave beemeceived.
3 paragaph
Stateappopriatedmatching funds are Site
mories and ee sulject © Stde spending
rules andrestrictions. Spenghg atthority
mug beavaileble befae encumbeng any
Stateappropriated maching funds.

4.Bond Funds’i Furds are athorized
annually by the Legislaure in theBondBill,
aso known as tle Bond anl Captal
Improvement Act.
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1/82020 3.2 The SF incldes, lut is not Imited b, the | The SF includesbut isnot limitedto, the Chapter3i
following funds and amunts: following fundsandaccouns: Delava r e
1. Account establishedby agemwies br 1. Accounts eablished byOrgarnzationsfor | Accountng
thecollectionof recepts for items such the cdlection of receipts for: Framework
as: -Board;

(a) StatePak fees; -Tuition:

(b) Professioal Reguationfees;and -Hosyital Treatmets; and

© Lottery receipts. -Sale ofFarm Roducts

(29 Del. C 86102 (b)); 2. Profession& Regulation fees(29 Del. C.

2.Revene Refund Acourts 29 Del. C. | §8735(c));

86533 (€)); 3. RevenueRefurd Accourts (29 Del. C.

3. Fedral Aid Funds, wihich consist of §6533(€));

accours esablishal to recod thermept 4, Federal Aid Fudsi All federal fnancid

and expaditure of grartsreeivedfrom | assistanceprogram money reeived bythe

the federal ggernment(29 Del. C. §2711 Stae, whether diectly a indiredly, in the

& 6102(3); form of cash, check, orvia anelectronic

4. Captial Improvement Projectsund, fundstransfermethod(29 Dd. C. 8711

which consstsof all monies eceived @);

from thesale of bads anchotes issued | 5. Capitl Improvement Pojeds Fundi All

for thecapitd improvement prgram(29 monies reeived from the sa¢ o bondsard

Del. C. §7417%; notesisaued for thecapital inprovemen

5. First State Improverrent Fund (29 Del. | Program(29 Del. C.§7417);

C. §5080); 6. Advanced Rinning and Real Propety

6. Advarced Planing and Real Prperty | Acquisition Fund (29 Dd. C. 86343

Acquisition Fund(29 Del. C. 86343; 9. Accounts stablshedfor the Business

9. Accourts estalished for the Busines | Enterprse R 0 g Is wenmiing receist

Enterpise Progam, Operateuy the opegated by theéivision for the Visually

Division for the Visualy Impaired within | Impairedwithin the Departnent of Health

the Depatmentof Health and Scial and Soi@l Sevices(29 Del. C 8612 (i));

Services(29 Del. C.86102(i)); 10. Accaints stablished for the

10. Acountsedablishedfor the improvement of statevde (demrtmen and

improvement of statvide, department’ divisiond) indirect co$ recoveries from

and divisional indirect cost recovees programsihancel in whole @ in pat with

from programsiinanced in viole orin Fedeal funds (29 Del C. §6102(k));

pat with Federal tinds(29 Del. C. 86102 | 11. Accounts emblisted forthe Ddaware

(K)); EmegencyMaragement Agery (29 Del. C.

11. Accounts establishedfor the Divison | §6102());

of Emergeny Planning Raliological 12. Division of coporatiors corprate

Progran (29 Del.C. 86102(i)); Revolving Furd (29 Del.C. 8311(b);

12. Division of corprations caporate 19. DelawareChild Support Enfecement

Rewolving Fund(29 Del. C.8231Y); Furds (29 Del. C. 86102 (g))

19. DelawareChild Suppot Enforcement

andPatenity Program Fuds

(29 Del. C. 86102(Q));

1/8/2020 3.3 In addtion to the budetary In additionto the bud@tary consideratits Chapter 31
consideations of governnental of governmenthaccounting, the Sateisalso | Dela wa r

accountng, theStateis also requied to regured toreport itsfinancial acivitieson a | Accountirg
report itsfinancialactivities on a yarly yealy basis. Thé repating is achievd Framework

basis. Thisreporting is achieved through
the yearly submssion ofthe CAFR. The
informationin the CAFR is sgregaed
acoording toGAAP Funds andcoversthe
complegearray of te S & finana@ab
activities.

through the yealy submisionof the CAFR.
The infomation in the CAFRis segegated
acwording toFunds and avers all of the
St a finanta activities.
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1/8/2020 3.31 Thefinancialreportng ertity of the Staé | In accordance withthe Gorernmental Chapter3i
consiss of: Accounting Stadards Bard (GASB) Delava r e
1. The prim ary government The Statemats Na 14, 61 ad 80, the inancial Accouning
primarygovenment casstsof all funds, reportingentity of theStatecorsistof: Framework
departnents, and agenci¢isatmake up 1. The primary govemment. Theprimary
thelegal entity of the State. government casistsof all funds,

2. Agendes for which the primary departmets, aml Organizationsthat make up
government isfinancially accountable. | thelegd entity of the State.
Finarcial accountallity exists ifa 2. Organizations for which the prim ary
primary goverrment appoints voting government is financially accountable.
majoiity of the ag@nc y gogerningbody Financial acountability exists if aprimary
and either: govenment appints a \oting majority of
a.ls able o impose its Wil onthat theOrgarizationd s g agvedr and
agercy: or either:
b. Hasthe potertial for the ageng to a.ls able to impose its will on tat
provide pecific financial benefits to,or Organizaton: or
imposespecific financid burdenson, the | b. Hasthe ptentialfor the Organizaion to
primary governmentA primary provide specific finacial benefitsto, or
goverrmentmay alsobe financially imposespecific finarcial burdes on, the
accowntablefor governmental gences primary government. Aprimaly govenment
with asepamtely eleded govemingboard, | may also b finandally accountale for
agoverningboard apointed by anther governnertal Organkzations with a
governmaent, or a jointly appoiried board sepaately dectedgovening baard, a
that is fisally dependenton theprimary governingboad apponted by another
government government, or gointly appointed boad
An agency is fiscaly dependert if it is thatis fiscaly dependst on tte primary
unabe to cetermine its buddewithout govanment.
anotter goverrmenthaving the An Orgarization is fiscally dependent if it is
substantive athority to approe or modify | unéble to déermine itsbudgé without
that budept, tolevy taxes or serates or another govenmenthaving the substartive
changes wihout sibstantive appoval by authoity to appove or modify thabudcet,
andher governmen or toissuebonced to lew taxes o s ratesor changes withot
debtwithou substantie goprovalby substarite appoval by anothegovenment,
another govemment. ortoissue bondd del without substative
3. Other agercies(including component | approvalby andher govermment.
units,joint ventires, jointly governed 3. Other Organizations (including
agences ard otherstandalone component units, pint ventues, jointly
govemmerts)é . goverred Organizatiors, and other stand-
alonegover nment s) é
1/8/2020 3.4 1. The Budgetary/CashBasisof 1. The Budgtay/Cash Basi®f Accounting, | Chapter 3i
Accourting, in order todemonstrate in orde to denonstraé comgiancewiththe | De | a wa
complian@ withtheS t a tegal§ s St a tegally §indihg budget or tre annwal Accounting
binding hudge or the annual Appropriation Bill. Financial recordsre Framework
Approprigion Act. Financal recordsare | kept on a bsisconsisent with the format of
kepton abasis constent withthe fomat the Bill.
of the Act
1/8/2020 3.4 The GAAP statemstsaspresentd in the The GAAP statenentsas presentedn the Chaper31i
CAFR tobethe officid recordof the CAFR, aretheofficial record of thefinancial | Delawared s
financialactivities of the Stake. Bothof activities of the State. Both of thesebasss Accounting
these bassesefuther descbedin this are furthedescriked inthis Chapter. Framework
Chapter.
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1/8/2020 3 3.42 GAAP for governmentagercies are GAAP for goverrment Organiztiors are Chapter 3i
estblished ad commuicated by the establibed anccommuricated by GASB. Delawar
GovermmentalAccourting Starmards Thisboard set forth thestatements thatr@ | Accounting

Board (GASB). This boad sets fath the to be followed by governmertsin reporting Framevork
staemensthat are tdoe followved by their financial &tivitieson a commorbasis
goveanmentsin reporting ther financial acrossthe United State. To cmmply with
activities on a smmonbasis awss the GASBIn its financid repating, the State
United States To comply with GASB in produceghe CARR on he bais of GAAP.
its finangal reportingthe Sate poduces
the CAFRon thebasis of GAAP.

1/8/2020 3 342 For additionaldetail s regardirg the GAAP | Foradditional detds regarding thefunds, Chaper 31
fund types, agencieshouldreferto Table | Organiztions shouldefer toExhibit A at Del awa
3.1 at he endof this chapteg . the end of this chapteé . Accounting

Framavork
The following bass ofaccounting are The fdlowing bases of ecournting are usel
usedfor thevarious GAAP fundtypes: for the various funds:
a. Governmental Fund Types and 1. Governmental Funds and Organization
Agency Funds Funds
The acountsof the gereral andspedal The acouns d the generahnd sedal
revenue debt serice, cajptal projectsand | revenue, dbt sevice, caital projeds ard
agency fundsarereportedusingthe Organizatiorfunds ae reprtedusing he
modified acaual bags of a&ccouni n g € ¢ modfied accral basisofac count i
b. Proprietary Fund Types,Pensim 2. Propiietary Funds Penson Trust Furds
Tru st Fundsand Component Units and CompnentUnits
The acounts of the entprise, persion Theaccouns of the enteprise,pensim trust
trug, and OPEB trug fund, and and Othe Posenployment Beneits (OPEB)
compaient unitsare reprted using te trug fund, andcompaent units areeported
accrial bass of accounting. using theaccrualbasisof accouning.

1/8/2020 3 Table3.1 | Table 3.1 Exhibit A Chaper3i
Titles: Titles: Delaware®s
GAAP Fund Type Fund Accounting

Framework

General Fund: 100-Gererd Fund (except
TTF)

1017 Transportéion Trust Fund
Operaions

Capital Projects Funds: 3021 Feceral
DelDOT Capital
Proprietary Funds: 6807 DTCC
Educatiorl Faundation
Fiduciary Funds: Ageny Funds
8508991 Agency Funds
Definition: Agency Funds are ugdto
accaunt for monies ard properties
collected by he Stae fordistribution to
other govenmenal urits or cesgnated
benefigaries. Themonies arise from
various taxes, epasits, payroll
withholdings and dter source. Ageny
Funds are pely custodid, anddo not
involve the measurement 6theresults d
opea@tions

General Fund: 100-General Fund (excep
Transporation Trust FundTTF))
1017 TTF Opemations
Capital Projeds Funds: 302 i Delawae
Departnent of Transprtation (DeDOT)
FederalCaptal
Propri etary Funds: 6801 Delaware
Techrical Commurity College (O'CC)
Educatioral Faundation
Fiduciary Funds: Cugodial Funds
8508991 Custodal Funds
Definition: Custodial Funds are usedo
accaunt for monies and propergs colected
by the State fordistribution to other
govermmental urits ordesiqated
beneficiaries The maies aisefrom vaious
taxes, depass, payrol withholdings and
othe sources.
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11/14/2019

6.6.1

Orgarizatiors shold refr  t o webT |
page for the mosturrent excepion list
andany additional informationregading
the business @ processt

https:/extrané.dti.stae.ce.us/in

Organizations shold referto DTl 6 sb w
pagefor the most curentexcepton list and
any adlitional informaton regarding the
businesscase pocess at

https:// dti.delawae.gov/ state-

formatior/dtie informatian bus
inessProcess.itml.

agencesportal/dti -busiress
processes/.

Chapter6 -
Approvds

10/29/2019

14

141

The Divisionof Accouning (DOA)
Payroll Compliance Group(PCG)
provides informaion ard guicane toSate
Organizations on proper adhinistration of
Payrdl functions while complying with
applicablelaws, ules,and regulaions
Instructions in this capterare in
comgiancewith State d Delaware and
Federal lawsand reglations. Stag Laws
that gply to the admiistraion of Payroll
are fondin Title 29 of the Delaware
Code (Coe). Speific Code eferenceon
avariety oftopics maybe found in PCG
Bulletins accessile on the DOA webste.

The Division of Accourting (DOA) Payroll
ConplianceGroup(PCG) provides
informaion and guidane to Site
Orgarizations onprope administratdbn of
Payroll functions whie conplying with
apdicablelaws, rules, andeguhtions.
Instructions inthis chepter are in ompiance
with Stateand Federal las andreguldions.
State Lawghatapply to the adrmistraton
of Payroll arefoundin Title 29 d the
DelawareCode Specifc Codereference on
a varety of topics maye faund in PCG
Bulletins acessible on the DOA website.

Chapte 147
Payroll
Compliance

10/29/29

14

14.2.1

34 paragaph:

Under no cicumsarces shald an
Orgarnzationd s p axpenditudes$ be e
appoved bythe individual who process

payroll transactiog inthe PHRST sgtem
for thatpay period.

Underno circumstages shold an
Organiza i opaydokexperditures be
approved by the individual who proces

payroll transations in thePayroll, Human

Resarces, $tewide Technolgies

(PHRST) system for thapay period.

Chaper 1417
Payroll
Conpliarce

10/292019

14

14.21

- Individuals perfoming payroll data
entry shoutl nothave payroll approval
authority. Organizations hat cannot
segegate dtiesor implementappropriate
contols must sbbmit written notie tothe
attention of the Director of Acoounting
acknowledgingsuch cotrol deficiendges.
The memamust ke signed # the
Organization Hea or Division Directa.

- Individuals performng payrdl dataenty
shoutl nothave payrol approvalauthority.

Chapterl4i
Payroll
Convpliance

10/29/2019

14

142.2

4" paragraph:

Due to pocesses deperdt upm the
timely posting ofthe Rayroll Journal b
the General Ledger,the Drector of the

Division of Accourting, with the authority

of the Seretaryof Finance, appnes ad

processethe Pgroll Journd for the Stag
of Delawarethroughthe First Stee

Financials(FSF)system pior tothe pay
date oma biweekly bass with the

expecttion that Orgnizatims folow the

aforementioned laws aul pdicies for the

payment ofkalaies.

Due toprocesesdependent upon the
timely posting d the Paroll Journato the
Genera Ledge, the Diector of DOA with
the authority of the Secetary of Fnance,
approwes and poces®s the PayrdlJounal
for the Stete throdza K (i K S naficél |
managemehand accounting system prior
to the pay dateon a biveekly basis wh the
expecttion that Orgarzatiors follow the
aforementioned laws and policies fa the
paymentof salares.

Chapte 147
Payroll
Compliance

10/29/201

14

14.3

Organizdionsmust subminew Payroll
Signatre Cards annally by July1st
Organizations thafail to sulbmit new

SignatureCardsby the July ' deadine
risk anegadive finding in the annul

CAFRaidi t é

Orgarizationsmust submit new Payoll
Sigrature Cards annuly by July £t
Oraganiztionsthat fail to submitnew
Signatue Cardsy the July % deadine risk
a ngyative firding nthe annual
Conprehersive Annal FirancialRepat
(CAFR) audi X

Chaper 14i
Payroll
Conplianee
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10/29/2A9

14

14.3

3 Paragraph:
Payroll Authorized $gnature Cads are
located on theDivision of Accounting 6
website:

PayrollAuthorized Sgnature @rds ae
located on thS 5 smletBite

Chaper 14i
Payroll
Compliarce

10/29/2019

14

1431

Any Stat of Delawae Organizdion
paying emploges fom authoried
funding saurces(General, locd, federal
funds or epital improvenent dét
appopriations) arerequiredby Delaware
Code tomonitor expendturesaganst
these funithg souces toensue balaices
donot go inb anegative condition.

Any StateOrganizatio paying enployees
from authorized funding souces (Geeral,
local, federalfundsor cagtal improvement
delt appropriatons)are requied by
Delawnare de to monitorexpendiures
agairst thesdunding sourcego ensure
balances do not gato a negative andtion.

Chapter 147
Payroll
Compliance

10/29/2019

14

14.4.1

1stbullet

-Partcipation in Dired Depdsit is a
mandatoy cordition of employmentwith
the State of Blaware.

61 bullet

-The Rayroll ComplianceGroup (PCG
monitors a mastdist of all directdeposit
non-patticipants andreviews it for any
new entries. Thd®CG catactsthe
Organizatiorregading any employe who
does notcomply with the law (refer to he
PCG Rayroll Policy: Mandhtory Direct
Depasit Particpation Enforcement
Escalation Preesi PCGDDMPE:

-Participationin Direct Desit isa
mandatory codition of enploymert with
the State

6™ bullet

-PCG moritors a naderlist of all direct
deposi nonparticipantsand revews it for
any nev ertries. The PCG contacthe
Organization egading ary employee who
does nocomply with the law(refer to the
PCG Pgroll Policy: MandatoryDirect
Deposit Partidpation Enforcement &
EscaltionProces§ PCGDDMPE:

Chapte 1471
Payrol
Comgiance

1029/2019

14

145

The PCG revier thetax statusf alien
workers including teaches and profesors
emgoyed by the tate ofDelaware Based

upon he vared facts and adicumsarnces

for individual employees and the
applicabk code PCGwill ensure proper
tax et Y for enployees in compdince
with IRS reglations.

The PCG eview the taxstatus of alen
workers including ¢achersand pofessas
employed by the Sate. Basedipon the
variedfactsand dércumstances for idividual
employeesand theapplicable code, PCG
will ensure proper tax seup for employees
in campliance with Internal Reenue Service
(IRS) rgulations.

Chepter 141
Payroll
Compliance

10/292019

14

14.6

Fringe benefits include any canpenstion
other than castwages.Thegeneralrule is
that the compensatim is taxable;
however, the InternalRevenwe Cale
provides exdusionsfor numerousforms
of noncash comensatian provided to

employeeX ¢ ®

Fringe benefits includeany compensation
other than cash wagesThe geneal rule is
that the compensation istaxable; rowever,
the Internal Reyenue CodelRG provides
exclusionsfor numeousforms ofnoncash

compensatiorprovided to employeed X ®

Chaper 14i
Payroll
Compliance

10/29/2019

14

146.2

-PC@ulletin 2015 001 ¢ Uniform &
Clahing Alowance Fringe Baefits
includes guidance onefermining if the
Uniform/Clothing Bataxable finge
benefitor a woking conditionfringe
beneiit.

-PCG Bulleti ¢ Uniform & Clothing
Allowance Frirge Berefits includes guidance
on determiningif the Unifom/Cloting is a
taxable fringe benefit or a wikingcondition

fringe kenefit.

Chagper 14171
Payrdl
Compliance

10/292019

14

14.6.3

Commutng isthe only authorized
& esonal dza S Stat@owned velicles,
pursuant to the State Pbcies,
Procedires,and Stadardsissued bythe
Officeof Fleet ManagemenGS).
DelawareCale providesfor finesfor any

violations ofthis pdicy.

Commutirg is tre onlyauthorA T S R onall|
uset of Stateowned velicles, pusuantto
the Stde Policies, Pocedures, and
Stardards isued by the Offiee of Fleet
Management Governent Support Servies
(GS).Ddaware Code providesfor fines fa
any volations of this polcy.

Chaper 147
Payrol
Comdiarce
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10/29/209 14 14.6.4 - To deermineif meal reimburserents are| - To determindgf meal reimbursemerg are | Chapter 141
excludablefrom gross income, emplgers excludabk from grossincome, employers Payroll
must onsider general iingebenefit rules | must cosidergeneal fringe bendit rules & | Compliarce
as wdl asregulaionsincludedin several well as regulations include in several

sectionsof the InternbReverue Cocb. sectons ofthe IRC.
10/29/2019 14 14.64 - For detdled informationon Med - For detaled information orMeal Chapte 1471
provisions andyuidance on ascciated provisionsandguidane on as®ciatedtaxes Payroll
taxes anl OECs, refeto PCG Billetin # andOECs, reér to PG Bulletin Med Compliance
2012_004Meal Provisions. Provisions.

10/292019 14 14.6.5 | -Internal Revenwe Code (IRC)8132(d) - IRC §132(d)(Eduation & Working Chapter 14
(Educaion as Workirg Condtions Frirge | CondiionsFringe Benéit) provides a Payrdl
Benefit) provides an exckionfrom gross | exclusionfrom gross income © Compliance
incame d reimbursenents of expenssfor | reimbusemens of expensefor job-related

job-related caurses. couses.

10/292019 14 14.6.5 - PCGBulletin 2013_0017 Education - PGG Bulletini Educdion Chepter 141

Assistance/Tition Reimbusenent Assistance/Tition Reimbursemert indudes Payoll
includes giidan@ on determiningif the guidarce on deteminingif the educatin Comgiance
educatbn assstane isataxable frige assstances a taxable frnge badit or a

beneft or a woking cordition fringe working cordition fringe kenefit
berefit.

9/16/2019 6 6.9 Before any am is withdrawn from the Before anysum B withdiawn fromthe Fund | Chapter 6
Fund theagency, remanized stool the agenyg, reorganized saol district or Approvals
district or vocatonal-techni@l schob vocdional-technical school district must
district mus submt a request © erect or | submt a reqest to erect brenoate aStae
renowate a State faclity or a requstto facility or a reqestto acquirereal goperty
acquie red property tothe OMB to the Director of OMB. The Director of
Director. The OMB Drecta will report to | OMB will report tothe Budget Commision
the Budget Commission hethe the whethe the request isansigent with the
requesis cansigent with the capital capital program povidedfor by (29 Del. C.
program provided forby (29 Del. C. 86342)ad t h e cEBnprédens\dgan
8§6342)and heStae 6 s chensip r e| and land e anddevelopment gobs and
planand landuse ad development goals | policies (29 Del. C. §6344(a)).
and pdicies.(29 Dd. C. §6344(a).

-If the requst isto efect or erovak a State
-If the requestis to eretor renovde a facility, the Director of OMBmust
State faciliy, the OMB Direcbr must determine thttheproposed fadlity is
detemine hat the propoedfacility is consstent with the capithprogram andhat
consigent with thecapitalprogmamand the faclity is likely to be auhorized within
that the &cility is likely to ke auttorized threeyears (29Del. C. §6344(b)).
within three years(29 Del. C.86344(b)).

If the request isto acaqiire real prgerty, the
If the reuest igo aquire realproperty, Director of OMB must determine thahe
the OMB Director mat deermine thathe | proposed rdgropety aauisitions is
proposdreal property acqusitions is consigert with thecapitalprogram, or \ith
consistentwith the captal pragram,or OMBO s g-Fangeplanning
with O MB 6 sg-rdnge mlaming recomnerdaions for the Stae (29 Del C.
reconmendaibns forthe Sate (D Del C. | §6344(9).
§6344(c))

9/16/2019 6 6.6.6 No Vehicle ownedby the Sta¢ may be No Velicle owned by tle Staé may be Chaper6 1
transfered from one agengschod transerredfrom one agency/sabol distict Approvals
district to another withoutthe prior to andher without the prior agproval of the

approva of the OMB Drector (29 Del. C. Director of OMB(29 Del. C.8§69@5(e).
86906(e).

9/162019 6 6.5 OMB resewes the righto review and OMB reserveghe right o reviewand Chaper6 1

approve Purchas®rdes ard Vouchers a | approve PurbaseOrders(PO) and Vouchery Approvals

an & neededasis. (29 Del. C. 86529)

on an as needeldass. (29 Del. C. §6529)
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9/16/2019 6 6.3.2 The sta¢ maintans three seprate Thestae maintins three separatSgnature | Chapter 61
Signature Designe for Approving Designee for faproving Trasations forms: Approvals
Transationsforms: onefor State one for State enployees, ondor cont a c t
empbyees, onedr nonstae enployees and me forOrganiation Head.
ard ore for Head of Organizatios.

NOTE: Theauhorization d contactorsto
NOTE: The authorizatin of nonState approve tansations must kb justified by the
empoyeesto approve transadbns must Organiation Heador a Cabinet Seetay.
bejustified by theOrgarzationHeador a | The form is also ggroved by tle Sated s
Cabinet Secgtary. The form is al® financial management ail accounting
appoved bythes t a tnandas f system Manager ad Director d DOA
managemet and acouning system
Manage andDirector of DOA
NOTE: The authaization of the
NOTE: The authorization offead of OrgankationHead b approve trasactons
Organization © approve transactionsmust | must bgustified by the Organizaion. The
be jusified by the Orgaizaion. The form form is also apprazdbyt he St a
is also approvecby the date 6 s fali financid managemenand acourting
managemenard accountig system sygem Manager ad Director ofDOA
Managerand Diredor of DOA

9/16/2019 6 6.1 - Only authorizedOr

9/3/2Q19 10 10.1 Uniform GuidanceDefinitionsi CFDA i Uniform Guidance Ddinitionsi CFDAT Chaper 101
Additiond information e the Gatalog for |  Additionalinformation onthe Caalog for Grants

FederaDomestic Assistance databe Fedeal Domestic Assitance dathasemay | Managenent
may be éurd orline using the following | be found mline wing the followingwebste:
webdte: https//www.cfda.gov https//www.beta.sangov/.
9/3/2019 10 102.1.2 Oncea morth, DSCC meetsd review Once a math, DSCC meetso review grant | Chapte 1071
grart applications TheCommittee applications The Committee consistsfahe Grans
consists ofthefollowing memters (or following menbers(or desgnees): Managmert
designees): Chaierson and Vice Chaiperson and Vce Chaiperson othe
Chairpersa of the Jait Finance Joint AnanceCommittee, Contpller
Committee, Controller General, OMB Gererd, Directar of OMB, Diredor of the
Director, Directa of the Dehware Division of SmallBusinessSecetary of
Devdopment Office, Secetary of Finan®, andfour members of #h Gereral
Finane, andfour menmbers of theGened Assembly.
Assembly.

9/3/2019 10 10.3.14 | 4. Waiver d Paymen of IndirectCosts 4. Waive of Paymert of Indirect Costs ChapterlO7
All funds eceived undeany Fedeal All funds recered unde any Feéral Grants
programwhich allowsindirect cost program which alowsindirectcostrecover, | Management
recower, will be subject totheSt at e 6 | will be subjettoheSt at eifestCobktn d
Indirect CostRecovery Prograntheonly | Recovey Program The only excetion will
exception will ke with the epresse be with the expresedwritten approval of th
written approva of theOMB Director, Director d OMB, Chief of Financial
Chief d Financal ManagemenhSenices | Managenent Services,and theinvolved
and the inwlved Organizations Had or Organizations Heal or Secretary.

Secretay. Waiverrequests must b maden writingto
Waiver rejuess must be mdein writing the Drecta of OMB, presnting he
to the OMBDirector, presenting the following information for review:
following information for revew:
8/13/2019 12 123.1 B.The PCad should be ugd for meals B. Tke P@rd should beusedfor meals Chapter 12-
(food, keveragetax, and tips) whle (food, beverage, t, and tips) while Pcard

traveling on dficial Sate businesslf the
PCad isused to @y fa meals forseveral
employees while taveing, Qganizations
mustrequire an itemized recetp
identifying eachmealwith each
employee toensure the $ate standards
are folowed.

traveling orofficial Stak business.
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7/23/19 11 TOC Travel Card PCard Chapter 11
Travd
Pdicy

7/23/19 11 11.11 This policyrequires Agencis/travelersto | This policy equires Orgaiizatons/travéers | Chapte 117
usethe GSA rates effiective during the to use the GA rates fective duringthe Travel
peiiod oftravel periodof travel. Policy

EOK | 3F&grénment is Each@anil I GA2Yy Q& Iy
regponsiblefor control over and approval | responsibé for control overand approval o
of travelrelated expenditures. Agencie (] travelrelated expenditures.Organizatioy” Q

internal controls must include policies internal controls nmust include policies
covering the designatian of appioving covering the desgnation ofapproving
authorities for travel expendtures. authorities for rave expenditues.

7/23/19 11 11.1.2 Agercies shouldilwaysconsder Orgarizations should &wayscorsider Chapte 11171

alternatives to tavel prior to approvng alterndivesto travel prior to agproving Travel
travd requests. travel rejuests. Policy

7/23/19 11 11.1.2 This policy applies to albtate emplpees, | This policy appiesto dl State emplyees, Chapterl1i

Agenges, boads, commissias and Organiations,boards, ommissions ad Travel
others excepfas exclded kelow, who are | others,except as exludedbdow, who are Pdicy
engaged in authaizedtravel and who engaged in auhorized travéandwho
expendState tindsfor travd purposes. expendState fund for travel puposes
Although the fdlowing are extuded, it is Although the followirg Organizations are
highly recommeneédthat this policy be | excluded, it is hghly recommended that this
admted. policy beadopted.

7/23/19 11 1113 All ou-of-state travel thatextends All aut-of-statetravelthat extendsbeyond | Chaper 1171
beyond one day shl beapproved bythe one dg shall be approved by the Travel
designated Agency aproval authority. All | desgnated Orgaization gpproval authaity. Policy

requess $all be made on the Trel Allrequests shih bemade onthe Travel
Authorization Form (AP006). A copy of Authorization Form(AP006). Acopy of the
the conference @ meeting programshal conference ormeeting program lsall be
be atachedto the form. The attached to the fom. The autlorization
authorization form sfould be submited form shoud be submitted to the
to the Agencyapproval auhority prior to | Organizationapprovalauthority prior to the
the travding day incompliance with traveling @y incompliance with
Agercyrequirements. Organtationrequirements.
7/23/19 11 111.4 TravelCard Pcard Chapte 1171
Travel
Policy
7/2319 11 11.14 1. The nethod of paymert for travel 1. The methd of paymenfor travel Chepter 111
expenss is theDelawareTravel Card expensaisthe PCardThe PCard nust not Travel
Agerciesshoud referto Chapter 12 for be useddr pesonalor unaithaized Pdicy

information on hePCard Progam. The
Travel Cad must nd beused for grsad
or unauthorized purpges The Travel
Card is tabe used foauthorizedexpenses
for State pesannel onlyand maynot be
used tochargeexpersesfor family
member a others not onofficial Stae
business. Employees may not gethe
Travel Cad to chageexpensa for others,
evenwith the intent to reimbrse the
Stake. The Travel Card may not be usd
for cash wihdrawal Non-Stae enployees
(e.g, Board membersgcommissioners,
etc.) souldfollow Statewide andAgengy
specific plicies wren making paymet

for a rembursable travedxpenditure.

purposs; it is to be used foStae
persanel authorizel expenses only.
Employeesmaynot use thePCad to
charge expenses fathers (including
family members) noon official State
business, evenwith the inent to eimburse
the Sate.Contradorsshould follow
Staewideand Orgargationspecifc policies
when m&ing paymenfor a rembuiséble
travd expenditure. The PCard mayotbe
used for cash withdwal. SeeChapter 1271
PCard, for additional guidance orthe PCad
program

Budget and Accounting Policy Manuzrrata

Page65of 188




Changedo the Budget andccountingPolicy Manual

be paper orlectronic, In conformity with

Employes mustobtainan itemized
receip for all trarsactions The receipt
mustbelegible, itemized (rdeding the
good or servie purchased)nd mntan
the vendor name, dée of purchasg, and
price of each tem. Areceig desaiption,
which oy sta e s fldfiéas <&
fi Mrc h a n dor calyeircludesa
v e n d sbck®r itemnumber, isnot
acceptable. Bcapt documentation may

theUniform Eledronic Transactio Act
(UETA) (6 Dd. C. Chagpter 12A, which
pemits copies of receipts electronic
documaentation inclides pictuesof
receiptstake with a smartphone or ber
electronic device.

Employees shdd obtan areceiptfor all
transctions and ee requied to oltain an
itemized recept for all transacions over

Diem exceptions.Thereceipt mgt ke
legible, itemized (refcing the good or
servicepurchased)and cantain the vendor
name, da¢ of purchaseand pice of e&h
item. A eceiptdeription, which only
state s fi Nnens @ | Merch &n d D
only includesav e n dsiock@rdtem
numker, is not acceptable. Reipt
documentation may h@aper or ectonic.
The Uniform Eledronic Transaction Act
(UETA) (6 Del.C. Chapterl2A), pernits

indudes pictiresof receiptstake witha
smartphone omther eledronic device.

$10.00unles exemped under theTravd Per

copies ofrecepts dectronicdocumetation

Chapter 117
Travel
Policy

I's|

7/2319 11 1114
7/23/19 11 11.14
S
i
7/23/19 11 11.1.4

employee mst compete an Affidavit for

(AP005). The employee must prvidea
detailed explanabh as to whyanitemized
receipt isnot avaikble. The affdavit must
be aprovel and ggnedby theenp | oy

Division of Accounting(DOA) appoval

SectionHeadapprovais requred for all
affidavits or only tho® exceding $£0.00.

reimbuseament This alows sufficient

Flowchart(Exhibit A) for assistanceni
determining when an affiavit needso be
completed andwhenit mustbe approved

Underextenuding circumstaces, the
emgoyee mg be unake toobtainan
itemizedreceipt. h this cese,the

Missing and Non-ltemized Receipts

immedate Supervisor.The Cfice of
Managementiad Budget (OMB) and

is only requiedof r transactions
exceeding $20.00Agendesshall
determineif the Division Director or

When equired, the affdavit mustbe
ubmitted b OMB within 30 days of the
trarsaction to be considedefor

timefor the enployeeto exhausall
reaso@ble neasues for obtaning en
temized recgpt. Se the Afidavit for
Missing and Nonltemized Reeipts

by OMB ard DOA.

Underextenuéing drcumgarces, the
employeemay be unabe to dotain a
itemized reeiptover $10.00In this @ase,
the emploge nug conplete an Affidavit

for Missing and NoHtemized Receipts
(AP0Q0Y. Theemployee nug provide a
detaled explanationas towhy anitemzed
recept isnot availate. The afidavit must
beappoved and signed by theraploye e
immediate Supeigor and Divsion
Director if $40.00 or lessand the Cabirt
Secréary whenover$40.00but not
exceedng $10000. The Office of
Managemenand Bidget (OMB) ard
Division of Acounting (DOA) approval is
only requred fortransactios exceeding
$100.00, se¢he Affidavit for Missing and
Non-ltemized Reeipts Flowclart (Exhbit
A). Whenrequired, te afidavit mustbe
sulmittedto OMB within 30 daysof the
transation to be consiered for
reimbursement. fl the Affid avit for Missing
and Non-Itemized Receiptssinot submied
asrequred, remburseanent isexpected
within 45 days fromthe ransadon dae.

Chapter 111
Travd
Policy

0

The Travel Reonciliation Form(AP009)

however, Agercies may choose to use

is provided as &ool for Agencies;

another fornmof reconciliation.

TheTravel Reconciliation Form (AP009) is
provided asa toolfor Organizatiors;
howeve, Organizatbns mg choo to use

another form of recondiation.

Chaper 117
Travel
Policy
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7/23/19

11

11.14

for perona or unauthorized purposes.
by the employee,within 30 days of the

unauthorzedpurposes oif anitemized
receipt is nbprovided and the Affidai
for Missing andNon-ltemized Receipts is
not submittedas requied. A cqy ofthe
check, cepodt slip, andsuppoting detail
on what isbeingreimbursed shold be
filed with the montly statement ad the
0 p a rasaofvao audit.

NOTE: The Travel Card nsi not be usd

The purchaseamount nust ke reimtursed

transa&tion if apurchased forpersonal or

7/23/19

11

1114

travder 6 s
3. Incertan situations, aravder utilizing
the Sta e Toavel cardmay rely an an
administrdive liaison to transact and
marage travel arrangement$ypically,
such relaionshipsare limited b Agency
Heads and dter offidalswho are
assignedadministrative support. If a
traveker neels andher individualto meke
travel arangemerg ontheir beh#
utilizingt h e St & tael,Ghe
delegation ofesponsibity mug be
memorializedthroughtheproxy pracess
inJ P MC éymenRa sysem via DQOA.

C

712319

11

1114

NOTE: The cardholdris ultimatdy
respondble for thecard and must réew
transactions and casfatementsma
regular basis to ensure compiance with all
applicable rules andrequirments

7/23/19

11

1115

State fums slall not be expended tgay

for unusedesvations unless the St

Agency is satisfied thdailure tocarcel

or usethe reservation wasunavoidable.

An explanation br the canc#ation stould

be docurentedandmaintained athe
Agency.

7/23/19

11

1121

All trips requiring the use focommon
carrier must havprior approal by the
appropriate authority within the Agency.

The mode btravel mug be he nethod
most adantagows b the Stag. Agencies
should considetotd cost, themaost
econanicd use of tme d the personnel
involvedandthe requirements of éhtrip.

7/2319

11

1121

Traveles shoull beadvised & male
travel regwvationsas farin advare &
possble to attain théowed fares,
including na-refundableickets.

712319

11

11.21

Agerciesare encouraged texamine the
advantage ofdres requirig early trip
depature or delayel return.

712319

11

11.32

1. The use of jiwately-owned vehicles for
outof-stae travd shall require prior
appova of the gpropride Agency

authority.

NOTE: ThePCard mstnotbe wsed for Chapterl1i
persond or unauthorized puposesin the Travel
event a1 unauhorized trarsadion ocarrs, he Policy
emgoyee mussubmt reimtursement
within 30days of theransactio. A copy of
the ched, deposit slip, and sppatting detail
should befiled with thetravele® papevork
in case 6an audit.
3. In cetain stuations, a traelerutilizing Chaper 117
th e S tP@ad mdy sely man Travel
admiristrative liaison 1o transact and manage Policy
travel arrangements. Typicall such
relaionships ae limited to Organizadion
Heads ad otherofficials who are asigned
admiistrative sypport. If atraveler reeds
anotherindividual tomaketravel
arrargements orther behalf uili zing the
St at e 6 ard therdelaehation ofc
regonsibility mug bemenorialized through
the proxy processn JPMagan Chas
(JPVIC) PaymentNé system via DOA.
Deleted Chapte 1171
Travd
Policy
State fundsshallnot be expeded to pg for | Chager 117
unused reenationsunless the State Travel
Organization is satisfiedhiat failureto Policy
canel or use theresevationwas
unavoidalte. An explanatia for the
cancelldion should be de@umenedand
maintainel at he Orgaization.
All tripsrequring the useof comman carrier | Chepter 1L 7
mug have pior appoval by theappropiate Travel
authority within the Organization. Policy
The modeof travel muste the method mst
advantgeotsto the Sate.Organizations
should cosidertotal cost, the most
economicalseof time of the personnel
involved and therequirenents of he tip.
Travelers should maketravel resenations 8 | Chapterlli
far in advarte as pssibk toattain the bwest Travel
fares,includingnonrefundalbe tickets. Policy
Organizatios are eoourgyed toexamire the | Chapterl1i
advantage bfares requring earl trip Travd
departire or delayedetun. Pdicy
1. The u of privately ownel vehicles for | Chapte 1171
out-of-state tavel shall require prior Travel
approva of theappropriate Oganeaions Policy
authority.
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7/2319 11 11.32 3. Vehiclesfrom Delaware FleetSevices | 3. Vehicles from Fleet Seices shalbeused | Chapter 11
shdl be ued for instae travé; therefore, | for in-staetravel; therefore, reimbusement Travel
reimbursenent for useof privatly-owned | for use & privately-ownedvehicles for in- Policy
vehicles for instatetravel is dsmuraged. state tavel is discouaged.Organiations

Agendes may dow excepions to this may albw exceptions tahis policy, butin

policy, but in no case shouldhé total no cae $ould the total amount iembursed
amauntreimbuisel for in-state mileae to for in-state milage to an idividud ona
an indvidual an a singé dayexceedhe single day exceed ke Fleet Serices ddly
Delaware Fleet Sevicesdaly discounted | discowntedrentalrate fr acompact seda.
rentd ratefor a compacsedanBoard and Board andCommissim memtlers are
Commissionmenbers are egludedfrom excluded fromthis provision.
this provision.

7/23/19 11 11.3.3 | 1. To ersurethe most cost effeaté rates | 1. To ersure the mostosteffecive ratesare | Chager 117
areavailable, all appovedrental @r available all approvedrentl car Travel
arrangemets mustbe maden acordance | arrargements mst ke made in acordance Policy
with the Statewide Cortractfor with the Statewid€ortract.

Nationwide VehicleRentalSerwices
GSSB694VEH_RENTAL. 3. The PCard shuld be usedo payfor
rental car. Use of the PCard provides
3. The TavelCard shoul beused b pay collision andtheft coveage fom thecad
for rental @r. Use of the Travel Card | provider. To ectivate the overag, therental
provides cdi sionandtheft coverage from transation must be comieted withthe
the card provider. Toactivatethe PCard andany Cadllision Damage Waiver
coveragetherentl transactio mustbe | (CDW) coverage, which is éred by thecar
completed wih theTravelCard and any rental company, mug be dedined.
Collison DamagénNaiver (CDW) Reimbusementdgor addifonal or opional
coverage, wich is offered by the car insurance covera@ will not be approved
rertal company, must be denkd.
Reimbusenentsfor additional or optiond
insurance overagewill not be aproved.

7/23/19 11 1141 a. Debwae Agencieswill use trerates a. Orgaizations will usethe rates Chepter11i
establishd by the W.W. General Seices | estdlished by he GSA forlocations within Travel
Administration (GSA) for locations within | theUnited States and byeU.W. Policy

the United States ad by theU.W.
Department d State for foreign ares.

b. Within the Unted Staes, a standat
rateis providal each yenard covers dl
locdions

c. (1)- Rates ee sd each Federal Fiscal
Yeari Octdberl to September30. (See
Exhibit B for an ex<ample d the inernet
site blesandhow to calcuéte the
maximum per dem rae and herate for
the first and lastay of travel.

c. (1)7 The GSA Max lodging by Mont
rate may fluctuate throughdithe year ér
cermin cities/egions. The tiaveler must [
sure b use theatefor the monh in which

travelwill ocaur.

Department of Statfor foreigh aeas

b. Within the United Sates, a stadard rae
is pubishedeach ar anl coversall
locdions.

. (1) Rates ee seteach [ederal FiscalYear

i October 1to Septembr 3. (See Exibit B

for an example of th&&SA website tables

and howto calculag the maximum per dem

rate and herate for he firstand lastay of

travel.

c.(1)7 The GSA M« lodging by Mont rate

may fluctuae throughout he yer for certan

citiestegions. The tavekrmustuse the rate
for themonth in which travelill occur.
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7/2319 11 11.4.2 1. f. Agencies hee the authaity to 1. f. Organizations hae the authorityto Chapter 111
approve lodgingexpersesupto 150 approvelodging expenss p to 150 percent Travel
percentof thelocdity lodging pe diem of the bcdity lodging per diemate. Pdicy
rate.To qualify for more tharil50percert Lodging costsover 150 percent up to 200
of lodging per éemrate, it requires prio percent of he per éem raterequres pror
approval brm OMB andDOA. (Exhibit C appova from the Cainet
to this policy provides atemplateto be Secetary/OrganzationHead:lodging costs
used br requesstha exceedl50 pereent excegling 200 pecent of the pa diem rate
of GSA rae.) requires gior approval fromOMB and
DOA. (Exhibit Cto this polcy providesa
tempkte to be usedor requestshat exeed
150percent of GSA rae.)

7/23/19 11 114.2 2.a The reimbusemet for M&IE isnot | 2. a. TheM& IE should be basd onthe totd | Chapterlli
to exce=dthe stadardlocality M&IE rate. | trip allowance ratler than gerday orper Travel
To qualify for more than thetandard meal dlowance. Policy
locdity rate, it requies prior appoval b. The rémbursement foM&IE i s not b
from OMB and DOA exceed thetandad locality M& IE rate.To
b. Al experses, itluding exhindividual | qualify for more thanthe standard locéy
meal,mustbe itemizel sepaately. rate, it requires pricapproval fom OMB
c. M&IE is authorized when apmved andDOA.
offi cial travel isout-of-stat, more than c. All expensesincluding e&h individual
six hours or overnight lodginds required. | med, must be temizel sgaately. When
d. M&IE indude: utilizing the PCardrecepts arenot required.

(1) Meds (food, beveragetax, andtips). All rgceipts formeal_s _0ve$10.00 are
Tips sould ke reasnalle and custonary, reqwredwhensubmlttmg for pesand
not to exceed 209%f the bill before taxes. | réimbursement.
The btal for meds and tis stould not d. M&IE are auhorizedwhen approved
exceedthe pe diem. official travel is outof-state more tha six
(2) Incidental Expenses (fees anips hoursor (_)vemight lodging isrequired
given toporters, baggage @rriers, e. M&IE include:
bellhops hotel mads, andstewardsor (1) Meals (food, beeragetax, and ips).
stewardesses)Thealowance fo Tips shauld be reagnalie andcustomary.
incidertal expensesnust rot be sed to (2) Inddental Expenses (fees atigs given
purchae pesonal items. to hotd support stff, baggage erriers, etc).
(3) Meak ard Incidentd Expensesare not | The dlowancefor incidenal exgenses
to exceedhelocation rate, as shawn camot be sed topurchase persaal items.
the folowing table: (3) M&I E are noto exceed the loation rate
e. If an Agency knowvsin advancea meal | asshown in he following table:
is to beprovided wihout @stto the f. If an Orgarization knows in advece a
employee, eg.,included ina conérence | meal 5 o beprovided without cost tothe
fee;then a reuction to the ddy per dem | employeee.g., hcluded h a ©nfererce fee
may be maddor the appopriate meal as| thenareductio to thedaiy per dien will be
shown in the following tabé: mace for the appopriate meal ashgown in
the fdlowing tabe:
7/23/19 11 1143 f. (1) If the travder is in alocaion where | f. (1) If the traweler isin alocation where the | Chapter 11
theFleet Servies fuelaccess aal isnot Fled Serviceduel acess cards not Travel
aaepted the expense igeimbusable, and | acceted,theexperse is remburable, and Policy

theTravelCard nay be used. Ain-state
purchases of gaolinemust bemadeusing
the Fleet Servicefsiel access card.

the PGrd mg be ugd All in-stae
purchases of @oline require use of tke Fled
Sewices fuel accessad.
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7/2319 11

11.44

1. The policy for in-State assigments
requiringoverright lodgingis established
by the Agercy. As a geneal rue, in-State
lodgingis na encourageghowever there
may be nstances wtren it is deemed
appropriate and cost effeaté. In such
instanes, in-Statelodging mustbe
preapprovd by theAgency Head.

2. The mealallowance for in-State
assignments reqiring overnght lodging is
estdlished by he Agencyandmust be
preappoved bythe Agency HeadAs a
general rule, suchlalances araot
encouraged, bu may be approedon a
caseby-casebasis, a lorg as tle amount
does not exced the GSArate.

1. The policy forin-State assigmens
requiringovernightlodging is estalished by
the OrganizationAs ageneral rule, irStae
lodging isnot ercouraged; however, there
may beinstan@s wherit is deened
appropriate aml cost effective.In swch
instances, iAStatelodging must be
pregprowed by the OganizationHead.

2. Themealallowance for inState
assgnments requiring oveight lodgingis
eshblished by the Organizaton and must le
preappoved bythe Qganizdion Head.Asa
generakule, sich allowancesare rot
encairaged, but mg beapproved oracase
by-casebasis, asong as theamount does no
exceedthe GSA rate.

Chapte 117
Travd
Policy

7/23/19 1

115

Traveladvances argrohibited. Paymet
for all travelrelaed, approvedexperses
should be mde usng theTravel Card.
Howeve, in casesvhere thisoption is not
possble:

Travel advances aprohibited. Payment for

all travel-related, appioved expensesshould

be made usingthe PCad. Howeve, in cases
wherethis option is nd possble:

Chapter 11
Travel
Policy
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7/23/19

Budget and

11

Accounting #

115

Policy Manuz

- All request for ravd expense
reimbursemets shall be subntigédon the
State of Delawae PersonaExpense
Reimbursemet (PE) Form APQ03). This
form andsupporthg dacumentéon,
including required itemized receipts,
shouldbe subritted to the apropiate
Agencyauthority within sevenT)
busnessdays after the qopletion of
travel. An itenized receipmustbe
obtainedas proof of purchase. The eceipt
must be lgible, itemized (eflecting the
godd or snvice purchasel] andcontan
the vendor ame,date of purbase, and
price of each iem.A recept description,
whichonl y st atneeso ufsMi
fi Mrchand s @ onlyincludes a
vendorés stockor itemnumber, $ not
accepable.Recépt documentdion may
bepaper or Ectranic (including pictures
of receipts tken with asmatphone or
othe electonic device).

- Reémbursements for travelxpenses
incuredwithout required receipts,as
outlined,is strictly prohibited . & fi
recapti noreimbureme npolicy
applies.Underextenating circumsances
the emplogemay beunable to obtan an
itemized receipt. In ths as, the
employee mustomplete arAffidavit for
Missing ard non-ltemized receipt In this
case, lte enployeemust @mplete an
Affidavit for Missng and No-Itemized
Receapts (AP005) Theemployee mst
providea cetailed expandion asto why
an itemizel reeipt is not availableThe
affidavit mug beapproved and signed ly
theemploye 6 s diateB@ervisor and
the Duision Director d Secton Head.
OMB ard DOA approvais requiredfor
all transactbns. The &id avit must ke
submitted to OMB within 30days of the
transaction tde considexdfor
reimbursemert. This allowssuficient
time forthe emplgee b exhast all
ressmakle meastes fa obtaning an
itemized recept. If an empbyeeuses this
form, it mug beattached ¢ the Persmal
Expense Reimbmgenent Form (AP003).

- Receipts mayot be cusbmary for
certain transadions (e.g, tipsgiven to
bellhops, méds, laggaye cariers, etc.).
Agendes must ge theMiscelaneous
Non-Receipt TransactiorForm (AP7)
to supportsuchtransations.

- Agencyfisal personnel assigrgnor
receiving accaintcoding d travel
expersesshould ersure thaTravel
account codes areusedin preparingthe

Vi8dPond ExpenseReidbirse

- All requestsfor travel &pense
reimbursements shihbe submited on the
Persoml Expense ReimbursemerRI)
Form (AR003). This form andsupporting
documentation,including requirel itemized
receips, $ould be subrittedto the
appropridge Organizatbn authority within
seven busiess days #ter the complé&on of
travel. An itemized ecapt must be obtained
asproof of puchasefor all purchases
exceedirg $10.00. Thereceiptmust be
legible, itemized(reflecting the @od or
savice purchasd), aad conain the vendor
name date of puchase, ad piice of each
item. A receipt descriptionwhich only

st at e sl ainva csficeéhandise or
only includes averndor 6 s k & itera ¢
number,s not accgtable Recept
documemationmay be paper oelectonic
(including picuresof receiptstaken witha
smatphone o other electronic device).

- Rémbursements for traal expenses
incurred without required receips, as
outlined, is stictly prohibited. Afi n oceipt €
T no reimbusemen policy applies. Uncer
extenuating circunstanes, the emplyee
may ke urede to obainanitemized receipt.
In this case, the employee musomplete a
Affidavit for Missing and nonltemized
Recepts (AP®5). Seel1.14 for Sgnatue
requirements!f anemgoyee uses ik form,
it mug be attache tothe PersondExpense
Reimbursement Fom (AP003).

- Receipts may ot be customary for certai
transactios(e.g, tipsgiven to hotel sewice
staff, laggage arriers,etc.) Orgarizations
mug use the MscelbneusNon-Recept
Transaction Form (AP0Q7)to support such
transactios.

- Organiationsfiscal personnel assigng or
receiving accountoding of tavd expengs
should enaure thatTravel accoun codesare
usedin preparingthe Rersand Expense
Reimburserrent

Chapterl1i
Travel
Pdicy
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7/23/19 11 Exhibit A Affidavit for Misdng and Mn-ltemized Affidavit for Missing andNon-ltemized Chagper 111
Receipts Flow cha- deleted Recepts Flow charti inserted pdated Travel
flowchart. Policy
7/23/19 11 Exhibit B | (See itternetsite for all currentrates) (See GSAwebste for all currert rates) Chapter 1171
Travel
NOTE: If neither he dty nor thecownty is | NOTE: If neither he citynor the couny is Policy
listed on the inteet site tables, the listed on tleinternetsite tables, he Sandard
location is a sandardanduses the Rate is applied.
stardard rateaslisted onthe inernet sie.
7/23/19 11 Exhibit C | V. Proass Request Pth V. ProcessRequesPath Chagper 1171
Please semall requests tcCali -Submt requests for loging exceeding Travel
Engelsepen,OMB at 150% and upo 200% ofthe perdiem rate © Policy
Cali.Emelsepen@ State glus the CabinetSeaetary/Organization Head.
-Subnit requests br lodging exceethg
200% of the per dém rae to Cédi
EngelsiepenOMB at
Cali.Engesiepen@delaware.gov
7/23/19 11 Exhibit C Below is an eéample d Sectionll Below is an examplef&ection Il Chapter 111
requirenents ¢lo rotinclude tx). See the requiremerts (do rot include tay. See the Travel
GSA interret sie for hecurrent raés: GSA websit for thecurrent raes: Policy
http:/Avww.gsa.gov/perdi@. http//www.gsagov/perdiem
7/23/19 12 TOC 12.1.1Services of the fvel Card 12.1.1 Servicesf the PCad Card Chagper 1217
PCad
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7/23M19

12

121

The Stateof Delawae, throughDivision
of Accounting(DOA), has @mntractedwith
JPMorganChase (JPMCBankto provide
State Orgaizatons with aVISA card
program for purchsing or travel. This
program is calledhe PGird Program;one
cad opesting with purchasingor trave
options. P M C éndinecad
admiristraton satware (PgmentNet)
allows the manageentof the PCard
program &the State leel via the
following link:
https:/Avww.paymentnefpmorgan.com

Purdhasing ceds ae usedy enployees
within the Organization to purbase
goods/sevices that a& neeled for
busiess. Thee @rds shouldal be ugd
for registeringravelers for conferences
Hotel, aifare ard other travel-related
expenses are notpermitied on the
purdchasingcard.

Travel cards aresolely for the purpos of
State bsiness travelWhenusing the
Travel Cardwhile on Statebusness
travel, cardholdermustf ol | ow t
Travel Policy(see thaper 11- Travel
Policy), in additionto the plicies
contaned heein.

Pleasenote thatdue tothe rature of loth
purchasimg ard travel pactices, theres
some oveapin allowalle verdorsacross
programs. @rchdders should followhe
policy appropriate for the t/pe of
purchase. See the MerrchantCategory
Code(MCC) list for each program in
orderto determine wiich cad is nogt
suitable br the employee.The listis
located onhe Informaion tab of the Fat
State Financials (FSHxtranet at
http://extranet.fsf.state de.us.

The State ofDelaware throughDivision of
Accounting (DOA), hascontrected with
JPMoragan Chae (JPNC) to provideState
Organizatimswith aVISA card progam for
purchasing and travelPMC6 s o n | i
adminstration safwvare (PaynertNet)
alows the mamgement of the PCard
program athe Statelevel via the following
link:
https:/ivww.paymeinetjpmorgan.om.

Chaptr 121
PCard

712319

12

121

The cardholdr may havecessto
PaymentNet at the discetion of the
Organizdion to reviewcard hformaion.

The cardhotler may haveaccess to
PaymatNet b review cardinformation.

Chaper 1271
PCad

7/23/19

12

121.1

Services of the Trael Card

Services of the ¢ard

Chapterl2i
PCad

712319

12

12.1.1

- If outside he Unitel Statescall collea

at 0410-581-9994.

- If outside the UnitedStates call coll ect
at 0410-581-9994.

- If outside he Uhited Stats, follow the
instructions orthe back of the PCard.
- If outside heUnited Sates, follow the
instructions on he backof the PGrd.

Chapterl2i
PCad

7/23/19

12

12.2

A PCad Roles ad Internal @ntrol
Policy Form(P0O012) anch Sample Eard
Internal @ntrol Policies Form

(PO014) é

A PCard Roles and Inteah Control Form
(PO012)and a Sample PCard Irtemal
Contrd Policies FormP0O014 é .

Chepter 27
PCard
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7/2319 12 122.1 The Paymet NetR o | dute$ and The duties ad respnsbilitiesfor all Roles | Chapter 12
responsbilities ae definedin theFirst are locatedin the pb Role FHhndbak on PCard
StateFinancels, PaymentNet Res, DO A 6 strang website
Duties and Responsiities locaedon the | http://extraret.fsf.stat.de.us/training gbrole
Division of Accounting Extranet webge handbook.shtml
http://extranet.f$.stae.de.us/triming_jobr
ole_handbook.skml.
TheFS F Ro | e andresgonsibilitiesy
are cefined in tke Arst Stae Finarcials,
Job Rok Handbook Iacated orthe
Divisionof Accounting Extranet website
http://extranetfsf.sete.de.us/trainingjobr
ole_handbook.shtml
7/23/19 12 1222 As partof the PCardnternd Control As part ofthe PCardnternal Cantrol Chapter 12

Policies anl Proedues Organizatons Policiesand Proedures Organizationsmust PCad
mustindicate thé proceduredor: indicatether procedues br:
-Implementing and enrollihg new -Implementing andenrdling new
cardholders cardiplders
-Handing changedo cardholders -Handling change® cardholders
-Assgning types of cards (pchasing -Deleting @rdholders
only or trave only) -Implementing cardhdder security
-Deleting cardholders requirements
-Implementingcardholcr seurity -Managirg misuseof the cardby empoyees
requiremens Changes irOrgarizational procesing o

Additionally, procedures must bstatel approvd structurewill require an pdate to

descibing any acins b be taken ér the Qrganizatiord solicp.
misuseof thecard. Clangesin
Organizational procgsing or approval
structue will requre an pdat to the
Organiz a t spdicyd

7/23/19 12 12.2.3 - Organization Hadreview o card - Organizaibn Head oDesigree eviewof | Chapter 127

transactions onaperiodic basis. cardtransacions on a peodic basis. PCard

7/23/19 12 12.2.4 Organidions musindicateprocedures | Organizationsmust ndicate procedues for
for acourt reconciliation, inclding the accour reconciliation, including the
frequency of reconciling transactiors frequencyof reconcilingtransactions

(recommendd weekly, but notlessthan (recommended vekly, at a minimum on a
monthly). monthly basis)

7/23/19 12 12.3 Trarsection information isposteddaily to Trarsactioninformation isposteddaily to Chapter 127
First StateFinangals (FSF), the Sa t e theSt a t imabcal maragement ath PCard
finarcial managmentand acounting accainting system, enabhg Oganizations

system endling Organkdions to to reconcle transactionsasthe re@ipts and
reconcile trarsactons ashe receipts and| invoicesare presented, rather thavaiting
invoices are presentedtmar than wiing urtil theendof thebilling cycle.

until the endof thebilling cycle.
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Changedo the Budget andccountingPolicy Manual

7/123/19 12 123.1 2 a. TheTravel Card shold beusd for a. ThePCard Card sbuld be used foall Chapter 12
all common cariers. commoncariers. PCard
b. The TravelCardshould be ged for b. The RCard Cad should be usefbr meals
meals (food, beveage tax, and tips) while | (food, beveragdax, and fps)while
travding on official Statdusiness. Ithe | traveling on official State businesslf the
TravelCard isusedto pay br meals for PCard isusedto payfor mealsfor several
severakemployeesvhile travé i n g é | employeeswhile travel n g é
c. TheTravel Cad maybeusal for ¢. The RCad Card maybe ugd for gasahe
gasdine purchass, if the traeleris in a purcha&es,f the traveler is in a location
locaion wherethe Fleet Sericesfuel wheretheFleet Services fuel @ess card is
access card cannbeused. This applies tq not acepedand the expense is
State fleet ehicles If an empbyeeis reimbursableIf an enployee § appoved b
approwed to use th@ persaal vehide for usetheir personal véicle for travel, the
travd, theTravel Card canot beusel to PCardCard canot be usedd purchase fuel.
purchasduel.
7/2319 12 12.31 3.b. Funds mudteencumbered, and Funds musbe encuméred,and puchase | Chapterl2i
purcha&e orders & requied,for all orders (PO) arerequired,for all geneal fund PCard
genera fund purchase. purchase

7/2319 12 123.2 The PHRST &digit Employee ID is TheEmployeelD is requiredand veified Chager 121

required andis verified during arollment. duringenrollment. PCard

7/23119 12 12.3.2 The nunbe of individuals who make Deleted Chaper 12i

official purctasesshould be kptto a PCard
minimum as dictagd by Orgarization

requiremets ard in accordance witkach
Organiatio n intemal control policy.

7/23/19 12 12.3.3 2. Organizations nust designatk the 2. Organiatons mus designate orthe Chaper 12i
Organization PaynertNet Coordirator PCard Internal Controls Brm (PO012), PCad
and Backup Coordinata, andthe FSF | which must besigned by the Organization
PCad Coordnator/Reconciler?Card Hea, the following:

Approver, and AP Bsiness Managrin | a paymetNet Coadinatorand Back-up
the RCard Roles and Internd Control Coordnata
Policy Form(POOlZ).‘!’he PCard Rles | ,4iyiquals musthave completed
and Ir_]ternal Contol Pollt_:y F_orm must be PaymetiNet training
signal by tfe OrganizationHead b. PCad Coadinator/Reonciler ard PGard
Approve,
- Individuals must have copleted
Procurement Carddining
c. AP BusinessManager
d. PCard Managr Report Desgnee ad
ReportRevien
7/23/19 12 1233 3. 3. Chaperi12i
- DOA also peforms an amual reviev of | a DOA perfoms peiodic reviews of PCad
the Organizao n 6 srd IRt&@ral Cotrol | Organizdio n 6 s d IRt€raliControl
Policies and Proceduressdocumented in | Policies ad Procedures.
the PCardRoles andrternal Cortrol b. PCard Res and Irérnal Control Form
Policy Form (POOR). (PO012) are reuired to beupdatedas
-InternalControk are regiredto be changs ocarr andsubmitedto DOA
update aschanges occuandsulmitted to annualy.
DOA annudly.
7/23/19 12 1234 1. JPMC Bark delivers hePCard © DOA | 1. JPMC delivershe PCard t@OA within | Chapter 12
within sevento tenbusiness days of seven b tenbusinesslays of isstance. PCard
isslarce.
7/23/19 12 1234 3. TheCardhdder or PCard 3. TheCardholder or PCard Chaper 1217
Coordingor/Reorciler emailsthe JPMC Coordnator/Reconiter emails the JIPMC PCard

CreditCad Confrmaion to DOAat

p.card@sate.de.us

Credit CardConfirmationto DOA &
p.card@ilelawnare.gov
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7/23/19 12 123.5 2. Cadholders areassgned to pofiles 2. Cardholders ae assignedd profiles in Chaper121i
(purchaang or trawel) in Paymentit. The | PaymentNet. he PgmentNet Coadinator PCad
Organ i z at i o ntNesCodPdingtan ¢ has aprofile that providesaccess to view
has a priile that povidesaccesto view activity of all cardholcers within he
the activity of all carcholderswithin the organizaional gructure.
organizatbnal sructure.
7/2319 12 12.3.6 1. An dectronic Commercial Cad actvity | 1. An dectronic Conmercial Card adivity Chaper 12i
report refecting all cardholder reportrefleding all cardholdetransactions PCad
transactons is furnshed on anonthly is availabé to the PCal Manager Report
basist theCardlol der 6 s dr Designeefor review on a motthly bass.
Head/Designee by DOAThe report$
also avaiable for download atany time by
the Orgaization.Cardloldersare aso
expected to review their personal
commercal CardStatement.

7/23/19 12 12.4.1 | l.a. Se Secion 12.1.1Services ofthe l.a.See Sectin 12.11 Servics ofthe PCad | Chapterl2i
Travel Cad for more information for more informationregading the VISA PCard
regading the VISAbendits. benefits
In certain situatins a traveler utilizing In certain situatons,atraveler dilizing the
t h e Sltazeltcardmnsy rely onan Stat e 6 sd cBRddmyrely on an
admingtrative liaison to tansact ad adminidrative liaison to transa@nd manage
manage tavel arangemerts. travelarrangemens.

Note: Thecardholder is dtimately Note - Deleted
reponsble for the cad and musteview
transadions and ardstatemeits on a
regular lassto ensure complianaeith all
apgicablerulesand requirements.

7/2319 12 12.41 2.The PGard may be usd only by 2.The FCard may be used only bauhorized | Chapterl2i
authorizedStateemployesand must nb | State employeesnd must nbbe usd for PCad
beused for pesanal or tnauhorized persad or unautheized purposs, in
purposes,in accordance with Delwae aacordancewith (29 Del C.851129
Code Title 2985112including, hut not induding, but na limited to:
limited to:

a Providing personal identfication. a Alcoholic beverages.
b. Puchashg alcdolic beveagesor any | p. Entersinment, nofincludedin the cost of
substance material orservice in volation | the conferace.
of pdicy, law, or regilation. c. Other expnesnoted in Chapter 7 7.2.2
c¢. Puchasing etertainmentor any
expense noauthorized for State birsess. In theevert anunautharizedtransadion
occurs, he emplgee mussubmt
A cardholder who makesunauthorized reimbursemat within 30 daysof the
purchase(s) idiable for the ptaldollar trarsaction
amountof such purchasés). The
emgoyee musteimburse tke purchase
amaunt within 30 day of the tanadion.

7/23/19 12 124.1 3. ThePCard maynotbeused tachage Employees may not esthePCard to charge Chapter 12

expanses for family mmbes or others expanses for othrs(including family PCad

who may beaccompanyig the enployee
on dficial Statebusness, evr if the
intention isto reimbursethe State. In

cettain drcumgances, Qganizadions may

approve ataveing compania if deeme

medically ne@ssay.

members) na on official State lisiness,
evenwith the intent to reimburse he Stae.
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7/23/19 12 12.4.2 | 3. Billing statenent transictions must be
reconciled within 30 days othe end of the
transactia billing cycle, soasnat to
invoke the eschation proces.

4. Prior toissuing a P@rd toan
enployee, theOrgarization must engre
the emplyee has beenrained on and
uncerstandshe Budget and Acownting
Manual and the Orgazat o n 6 s
InternalControl Polties ard Piocedures

6. Organizaions must ndify DOA for loss
or theft ofa cad orany indication of
fraud, misuse, oneglgence.SeeSection
12.4.1CardholdeResponsibiiti esfor
moreinformation regarding the
disciplinary action that mape taken.

7. Travel Authorization Forms, reeipts,
logs, itineraries andnvoices mushe
maintainedfor audt puposes.

3. Billing stéaementtrarsitions must be
reconciledwithin 30daysof the endof the
transaction billing geriod including approval
of the Vouche to awid the escéation
process

4. Prior  issuirg a PCardo an employee,
the Qrganization nust ersure the employe
is trainedard understans Chater 12 of he
BudgetandAccountingManual andthe

Or g ani 2@t internad Gontrol
Pdicies and Pocedues.

6. Instanceswhere arenyployee repts to
one deparnentwith expenseshaged to a
differentdepaitment, theOrganzationcan
request a Inter-Agency Ageement fom the
PCard tam a P.card@elaware.gov

7. Organizations mug notify DOA for loss
or theftof a cad orany indcation of fraud,
misug, ornedigence. SeSectimn 12.41
Cadholder esporsibilities regarding he
potential dsciginary action.

8. TravelAuthorization Forms, redpts,
logs, itineraiesand invoicesmust be
maintained fo auditpurposes.

Chapger 121
PCad
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7/23/19

Budget and

12

Accounting #

125.1

Policy Manuz

1. Wherever a Purhasig Cardpurchase
is male, ether over hecounter by
telephoneor Internet and itemized resipt
must be obtained asqwf of purha.
The reaipt must be legible itemized
(reflecting the god orservicepurchaseq,
and contan thevendor name, dat or
purchaseard price ofeachitem. A
receipt desciption which only states

fiMi scel | amMehandi cre
accepable. If areciptonly includes a
me ¢ h sstodk 6r item numbe
additionalprocedues mg benecessary to
validatethe approptenes of tre
expenditureand econcile thetruncation.

Receipt doamenation may be paper or
electronic and must be proded to the
Organizaiond Recortilerwithin seven
days ofthe trarsaction.

2. The metlod of paynert for travé expenses
is the Delaare Travel Gard. The Travé Card
must not ke used fopersanal or urauttorized
purposes. The Tral Cad is to be used for
authorized epensesfor State personnd only
and may not ke usedad chargeexperses for
family members or othe's noton official Stae
busness Employees mayiot wse the Trave
Card tochage expensefor others even with
the irtert to reimburse the Stat The Trave
Cardmaynot be wsed for cash vithdrawal.
Non-Stateemployeege.g, Boad memters,
commissiones, etc) shaild follow Statevide
ard Agency spedic policies whenmaking
paymert for a rembursable ravel expenditure.

All travel documentatio must be domittedto
the Organization 6 s onRleravithin seven(7)
busiress ays afer thecompletion of travel,
including all itemizedreceigs, the Travel
Authorization Fom (AP006)anda
reconcilation of the estimated versuectual
expenses. This 8on is requred in orderto
documert the exgnses of thetrip. The Travel
Recortiliation Fom (APQ009) is provided & a
tool for Organizatons; rowever, Orgarzations
may choosto use therform of recondliation.
For more information on submitting and
reconciling reeeptsrelated to travel, refererce
Chapter 111 Travd Policy.
3. At the end of eachbilling cycle, a nonthly
CommercihCard Statenert of Accountis snt
to eachcardholderby JAVIC Bank.The
cardholder must check eadransaction listed
agairst the itemzedreceiptsto verify the
accuray of the morthly staement. temized
receapts $ould be attachedo the nonthly bill
and ke until an internal auditis completed
4. Ther aetimes whe acardholder is
reimbursedor travel from an exterémember
organization. In thesecases, the cadholder is
responsile for ndifyi ng thecoordnata that
the remburement will be requeste. Whenthe
reimbursenentis receivedit shouldbe
credited aging the expenditures incued
for that specific tripA copy of hechek
I depost slip shdtAdiss i il &fth the
trav e | eapedverk ipcase 6anaudit.
For more informafon on preessiny
refundsreimbursemets b the State,
referenceChater 97 Receipt of Funds,
Section 9.3.RKRdunds to the State.

1. At thetime aPCard puchase isnade
eithe overthe counter, byteleptoneor
Internet,an ittmizedrecept for al
transactions oer $10.00unlessexempted
uncertheTravel Per Diem eceftions. The
receipt musbe legiblejtemized feflecting
the good orseavice purhased)and contm
the vendo name dae or purchas, andprice
of each fem Areceiptdescription which
only statedi Nkcellareous or

fi Me anclded , ondyincludes agndro s
stock or item numér, is not aceptalie.
Receipt documentationmay paper or
electronc. The Lhiform Electonic
Trarsaction Act UETA) (6 Del. Chapter
12A), permitscopies or reeipts electronic
document#ion includes [ctures ofreceipts
taken wih asmartphone or other ettronic
device.

Unde extenueting circumsances, the
enployee nay be unhble o obtan an
itemized receipt wer $10.00. In this cae,
the emplyee must compéte an Affidavit for
Missing ard Non-ItemizedReceipts
(APO005). The empyeemust provide a
detaled explanabn asto why an itemized
receiptis not avaibble. Tte affidavt must be
approvel ard signed by he empoye & 6
immediae Supevisor and Division Director
if $40.000r less ad the CabinetSecetary
when over $40.00 hwot exceeding
$100.00. e Office ofManagenentand
Budget (OMB) andDOA approvalis only
requiredfor transadbns eceealing $100.00,
see heAff idavit for Missing andNon-
Iltemized Receigs Flowchar{Exhibit A)
When requiral, theaffidavit must be
subnittedto OMB within 30 dayg of the
transaction to be consdered for
reimbursement. f the Affidavit for Missing
and Nonltemized Receipsis not sutmitted
asrequired, rembursement iexpedted
within 45 days fran the transacin date.

For additional inbrmaton on required trave
documentabn, pleasesee Chapter 117
Travel Policy.

2. Thereare timesvhena cardholderis
reimbursed fa travel from an
extenal/menber oganization. Inthes
cases, theardholde is responsit# for
notifying the coordinatr and documenting
on theTravel Authaization Fam thatthe
reimbursenent will be requestedWhen tle
reimbursenent isreceived, it shauld be
credited againstheexpendiures incurred
for that specift trip. A copyof the chek
and depdsit slip should bdiled with the

t r a v paperwork s caseof an audit. For
more information on pocessing
refundsfeimbursemets tothe State,
reference Claper9i Receip of Funds,
Sedion 9.3.5 Rfundsto the Stée.

Chaper 121
PCard
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7/23/19 12

125.1

NOTE: ThePuchase and Travel card
must not beusel for personal or
unauthorizedpurposes. Tk purchae
amountmustbe rembursel by the
employeewithin 30 days of tke
transactionif a purchasés for personabr
unautheized purpose®r if an itemized
receipt isnot provided and the Affidvit
for Missing ard Non-ltemized Receipts is
not submittal as regired. Acopyof the
check,depst slip, ard supporting detail
onwhatis beirg reimbursed bouldbe
filed with the monhly statementandthe
trav el er 0 s ifpthe puechaseo 1

pertaingto travel, h caseof an audit.

Deleted

Chaper 1217
PCad

7/2319 12

125.2

1. JPMCBanksubnits amonthlyhbilling
invoice the ay afer theclose of the
billin g cycle (theStatemenDate) into
FSFfor paymern of all charges ade
against the PCards. DXOpays the BMC
Bark statementwithin five cdendar days
from theStatemenDate

2. Organiationsprocess Pad
transcions dailyin FSF to remburse
DOA for funds used to ay JPMC Bak.

3. Each trasation male on a PCard
requres the assignment of ah@rtfield
string orthe designaion into a sgcific
purch&e ordeand catgory code.

4. Organizationsare regiredto reconcile
andapprore thedaly transadbnsin FSF
agairstthe cadholder receips, within 30
days of each Hihg date. This includes
complete appvd of thevouchercreaed.

5. Rurchase ordenumberdor purchases
exceethg $5000(individually or in
aggregate) areequred fortransactional
detals within FSF. When singthe
purchae ader ddails, all the Chafield
requirements andategory code defaut
into the specified fieds. The purclase
orda must beestdlishedbefore the
transactiors areincurred with tre
merdant. For additionalinformation
regading whena puchase ordeis
required, reference Chaer 7, Section 7.2
Obligating Funds.

6. DOA monitors thebilling proces to
ensurgimely compliance using an
escalaion process. Howeer, if
Organizationsdo notcomplywith timely
paymer and reconitiation o PCard
transationsin FSF, then card usaged
program participatiomay be revked

The responsibility is as folows:

1. JPMCsubmitsa monthy billing invoice
theday after thecloseof the billing cycle
(the Satement Datentoth e St at e
financialmanayement andaccairting
system for paymentf al charges made
agairst the PCarsl DOA paysthe JPMC
statement.

2. Organizatios procss PCardransctions
dailyinthe St a t imabicl maragement
and accaintingsystem to reinburseDOA
for fundsused tgpay JPMC.

3. Orgarnizations are required toeconcile
and approve thdaily transationsin the
Stat&s financial menagement and
accouning systen aganst the cardholder
receipts,within 30 days of eachbilling date
This includes conplete approwl of the
Voucher.

4. POsfor purchaes exceeding $500
(individually or in aggegate) areequired
for transational detaiswithintheSt at e
financialmanagementand acourting
systemWhen wsing the PO detis, dl the
Chatrtfield requirements and catgory codes
default into the specified fields. The PO
mug be established befotke transations
are incurredwith the merclant. For
addtional informatian regardingwhen aPO
is required,refersceChapter 7, 8ction7.2
Obligaing Funds

5. DOA monitorsthe billing process to
ensue timely compliance, usig an
escalation process.dwever, if
Organizaions do notcomply with timdy
paymentand reonciliation of PCard
transationsin the Stée 6 imancial
managerant ard accoumting systemgcard
usage and mgram paricipaton may ke
revoked. The responsibilitys as follows:

Chapter 21
PCard
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7/23/19 12 126.1 2. Enaure the erd is only wsed for 2. Ensuethecad isonly usal for legitimate | Chapter 12
legitimaie Stae of Delawae bisines State of lawae businespurposes ad is PCard
purposs. not usedy anyone dher than the PCdr

5. Obtain all itenized sles sips, register | holder whether or not &tate emploge.
recepts, purchaisg card §ips, and/or 5. Obtan all itemized salessli ps, regiser
packing slipsand provide theaneto the recepts, purtasirg cardslips,andor
Organization Pard packing $ips and provide the ame tothe
Coordinaor/reconciler within seven (7) | PCard Coordinate/Re®nciler Within seven
business daysof the transaction or busines days ofthe transaction or
completion of travel. completion of travel.

7/2319 12 12.62 4. Monitor activity, reconcile,approve, 4. Ersure only he FCard hdder uses the Chaper 121
and allecatetransationsfor the PCad asdgned to the specifieCard holde PCard
Organizaio n individual cardblders 5. Monitor activity, reconcile approve, anl
5. Recondle card ativity on a reglar allocae transations for he Org@nizatond s
basisandin a timelymamer. individualcadhdders.

6. Review spendingrits. DOA provides | 6. Reconde card adivity on a regllar basis
the sgnding limis and availabecreditto | andin a timely manner.
the Orgnization onan annukbasis.The | 7 Review spading limits. DOAprovides
Organizaion mustinform DOA if the the spending lints and avaible creditto
Sperding limits shouldremainthe same or the Orgarnization an an annual lasis. Tie
if anyneed to be muified. Organiationmust hform DOA if the
spendng limits should reman thesame oif
any needd bemodified.

7/23/19 12 12.6.3 1. Immediately ntify JPMC Bank at 4 1. Immediately notify JPMGt 1-800-270- Chapte 127
800-270-7760 and dvise he 7760andadvise he representate that the PCard
representtive that thecdl pertairs to the | call petains tothe Sate ofDelavwareVisa
State ofDelavare Visa PCad. Bank PCard. Bnk represertatives ae avaiable 24
represetatives ae available24 hous a hours a day7 days a week. BMC will
day, 7 days a wek. PMC Bank wil immedately deativate thecard and issue a
immediaely deactivatethecard ard issue | replacement card, which idelivered to
a replacerantcard, which is delivexd to | DOA within seven b tenbusinessiays.

DOA within sevento ten husinessdays. 2. Noify the PaymentNeCoadinata,

2. Notify the Organiation PaynentNet Badk-up Coordinator,or otherapproving

Coodinata, Badk-up Coordnator,or official immedately during husiness hours

other approing official immediately or assoon agreactical durng ron-busihess
during business hots or as sonas hours.
practica during nan-business hours.

7/23/19 12 12.7.1 Note: p.cad@stte.de.ls Note: p.card@ddaware.gov Chapterl2i
PCard
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7/23/19

12

12.7.2

1. If a disputed tansadion is nd resdved
with the merchat the Reconcilemust
idertify the dispuéd temandi f | a g ¢
transa&tion as disputed in FSF.

2. Disputedransagions must be

submitted toDOA for proessing.

3. The Ogania t i BRetdit#ersensure
transactbnsare reconciéd anddispues
and creditsarehandled in aimely
manner.

4. DebitgCredits/Crargebacks must be

reconciled with the sameadling. Do no

use aPurchase Oder when codirg

disputed tansactios debitsandcredits

5. APCad Change Regest Form

(POO003) is equiral for dl billing errors

and disputedtems.

6. Payment must ke malein full to JPMC
(via DOA), including payment for

disputed tansctions.Once the dispute is
resdved, a cedit maybe issud and

refleaed onthe IPMC monthlybilling
staement.

1. The RCard Reondlers ensve
transactions e reconcied and disputs ard
credis are handled ia imely manner.

2. DebitgCredits/Chegebacks mustbe
reconciled with thesame codig. Do ot use
a PO wten codig diguted transactiors
debts andcredits.

Chaper 12i
PCard

712319

12

12.7.3

4. DOA must pg JAMC in full, including
payment for dispudtransactions. Once
thedispute is esdved, acredit may be

issued ad reflectedon the PMC montty

billing statement.

Deleted

Chaptr 121
PCad

7/23/19

12

12.8.1

1. Cadholdersmustimmediatelycdl
JPMCat 1-800-270-7760 0 repot the
card lost oistolen. JPMC will issue a
replacementad.
2. Cardholders must notify the
Organizéion PaynentNet @ordinator,
Backup Coordinator, orotherapproving
official of the fraudulent tranaction.

1. Immedately notify JPMC at :800-270-
7760and advise the repserative that the
call pertains taa Sateof DelawareVisa
PCard rgresentativesare avdable 24hours
a day7 days aweek. JIPMC wil immediatdy
deactiate tle card.

2. Notify the PayrmentNet Coordhator,
Back-up Coordinabr, or otha approving
official immediately during busess hours
or as smn & practical during norrbusiness
hous. TheCoordinabr must notfy DOA.

3. Destroy thepotental compromiseccard.

Chapterl2i
PCard
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7/2319 12 12.8.2 | 1. The Oganizat i o nabreilerfRnest 1. Organizations must notify DA that the | Chapter 21
i f | ag osadion as fraud ia RSF. cad was reported lost or stolendueto fraud. PCard
2. Organizatbnsmug natify DOA thatthe | A list of the frauduknt transactonsmust be
cardwas reportedost orstolen die to submited b DOA via emailto
fraud.A list of the fraudulent transactions | P-card@dehware.gov.
must ke subnitted b DOA via emal to 2. All types of frad must berepated:
p.card@ate.de.us a. Exterral Fraud, also known ashird-party
3. All types of fraud must beeported: fraud:

a. External Fraud, also known as tird- -Unauthaized transetions
party fraud: -Purchases nade with a los, stolen or
-Unauthorizedtrarsactiors counteréit cardor sblen acount
-Purchagsmade withalost, solen or information
courterfeit cardor stolen accant b. InternalFraud also knevn asemploye
information misuse:
b. InternalFraud, also kmwn asempbyee | -Transactons outsidehe pararetes of the
misuse: Organization policy
-Trarsadions outside the paraters of -Purchasemack for personal gain
the Organzation policy 3. The PCard Reorciler mustrecortile and
-Puchases radefor persoal gain approve the fraudlent transactionagairst

4. The Oganiz at $ Recmoiler must theprOVigond credit isswed byJPNC

recortile and approve the faudukent
transadion afterrecaving notification
from DOA that thefraud has leen
resolved.

7/23/19 12 12.83 1. DOA verifies the fraud ard validates 1. Veiify the fraud and validtes the fraud Chapterl2i
thefraudwas reported to MWC. was reportd to JPMC. PCard
2. DOA monitors the prgress of th 2. Monitor the progress of the fraudulent
fraudulert transation until resolved to transaction wntil resdved.
engire theaccompaning aredit is 3. Assst Omganizaions withfraudissues
receved. upon regest.

3. DOA notifies hieOrganizationto
reconcileand approve tle transaction one
the fraud isresolved.
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7/23/19 12 12.9 1. Employeessemrating fran State 1. Empbyeesseparahg from State Chapterl2i
emgdoyment (includingong-term leave of| empbyment (including longtem leave of PCard
absene) must suender he FCard andall | abs&ce) must surrender the ®ad and all
receiptsto the Organz a t iapproprite | receipts tolie Organizabnd sppra@priate
PCard pesonnéor other approvng PCard personnelor other appoving dficial,
official, prior tosepaation ffom Sate prior to se@ration from Sae emplgment.
employment Upon notifcation of Upon natification ofemploye separation,
empoyee sepation, the Organization the RCard personel must ndify DOA, by
PCardpersonnel must notify DOAby emil, to immediately close theard account.
email,to immediately closethecard
acount. 2. Employes transfeing to anoher Stae
2. Empbyees tansferrig to anotherState | Orgarizationmust have tteir accaint closel,

Organization mus havetheir account their PaynentNe user access deited,and
closed,theirlog-on deactiated,and the the card cdectedand dstroyed. The ew
cad collected ard destroyedThegaining | Organization vill reques anew card, f
Organization wi request a new card, if | needed. This process allowsards to be
needed. Thiproces alows carsto be uniquely idettifiable tothe empoyee and the
uniquely identifisble to he emploge anl | Orgarization and allowsthe billing

the Oganiaﬂoﬂ, and allowsthe Gll Ing statanentand theStaté® dnantial
statemenand FSF to poperly refled the | managementard accountingsystento
purchasingdivities of each propely reflectthe purchasing ativities o
Organiation, praxies, and default each Organizaion, proxies, and default
distribution. distribution.

3. Employeesransferring between 3. EmployeesransferringoetveenDivisions
Divisionswithin the sane Organizaton within the samérganizationmust hare
musthave thei acount cbsedtheir [og- | theiraccount closd, their PaymentNet usr
on deativated, andthe cardcolleded and acessddeted, andhe ard colected and

dedroyed. Tte ganing Division will degroyed. The new [vision will request a
requestanew cardif neededThis PCard,if nealed. This procesallows the
process atlwsthe gaining Divisiond new Division todeterminefithe employee
determinef theempbyeenealsacad | needacard and,if so, what he parareters
and,if so, whatthe paraneters (e3..,type | (eg., type ofcard,credt limit, etc) shaild
of card,credit limit, etc.) stould be. be
7/23/19 12 Exhibit A Affidavit for Missing ard Non-ltemized Affidavit for Missing and Nonltemized Chapterl2i
Receipts Flow chart- deleted Recepts Flow chart i inseted updated PCard
flowchart

2/282019 1 TOC 1.6.5Depatment Heads 1.6.5 The Auditor of Accounts Chapter I
1.66 DesgnatedApprovers 1.66 DepartmenHeads Introduction

1.6.7 Designated Apvers
2/28/2019 1 Intro The Stte hascreatel this Budgetand The Sate ceaedthis Budgt and Chaper 171
Accounting Plicy Manual(the Manual) Accourting Policy Manual (the Manual)... Introdudion
2/282019 1 11 All exceptons must be approveih, All exceptions musbe documergd and Chapter I
writing, by OMB andDOA approved,in writing, by theOffice of Introdudion
Managenent and Budget (OMB)and
Division of Accounting(DOA).

2/28/2019 1 12 It isa point of refeence for State It is a pont of rekerene for Sate enployees | Chaperli

employees iad users ofhe Sta efthance and usesof theSta e 6 sciaf i n g Introduction

and accountirg system.

managemet and accourihg system.
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2/282019 1.3 This Manual is phlished by the Director | TheManualis maintanedby OMB and tte | Chapter 17
of the Officeof Manggemant and Budget, | Depatment of Fnance(DOF), through Introducton
accordngtothe pos t i statutory DOA. It is puwlished by theDirector of
powe to prescrite the mamer, mehods, OMB, accordingto the position s&tutay
andforms to beused ly Orgarizations to | power to presdpe the manner, methodsp@
ensureappropriatecontrol of thefiscal forms tobeusedby Organizaionsto ensue
affairsof the State (29 Del. C. appropriatecontrolof the iscalaffairs of he
86303A(3)). State and reqire Ogarizations to bllow

and conply with the pescibed accouring
This power las been affimed in opinions procedires(29 Del. C 86303A(3)).
of the AttorneyGereral, datel July 7
1962, ad Féoruary22, 180, which state: | Failure to adkreto State policies and

practices asutlined n the Manual, or as
A T ra@ourting practces d the disseaminated forr_1 timet(_) time ky QMB or
Accounting Mantal are not simply DOA, mayresut in r(_astrlgtgd orlimited
recommendtionsof the Budget Director] accesso th?S t sfinarwial maagenent
I they arelielaw of this State wittwhich and gccuntmg sysemor any appicable
theremud betotal complianceby all S.tabf ||jformat|9n te;hqlogy systems,

; N disciplinay action, dsmissd, and/or legal

agercie s . 0 :

action.

2/28/2019 15.2 The Office of Managemat andBudge OMB and DOF have dertified theGAAP Chapterl i
and theDepartment ofFinance have statementss pesentedn the CAFRto be Introduction
identfied the GAAP statematsas theoffici al reaord of thefinancial adivities
presentd inthe CAFR to be the offiial of the Stae.
record of the financiactivitiesof the
Stae.

2/28/2A9 1.6 The supervision, maaganent, and The superision, managemat, ard ovesight | Chepter 1i
oversightoft h e Shtdgeting, 6 s of the Sta¢ dbgdgeting, accountingnd Introduction

accounting, and fiscal adivities ae
dispesed amog a rumber ¢ Stae
Organizations.Theseregorsibilities
include:

-The Development ad orgoing
maintenance of he Sat e 6 sicef i
ard acounting system;

-The aanual compilation and»ecution of
theSta e dpesating and capital
budgets; and

-Ensurng properappiovals wer the
Stated daily ransatons.

Transacibn appovalsare entered ito the
St a t nen@esandhccainting sysem d
boththe State and Orgé&ation levels.
At the Organizationlevel, depatment
heads grant appoval authorty to
designatedemployees fo theproper
oversightof individud transadbns.

The Diision of Accainting gives
appovals in e finance ancccarting
system on behalffahe Secretary of
Finance The Offie d Managenent and
Budget, the Ofice of theController
Generd and the dfice of the State
Treasureral goply Statdevel approals
for various transactions.

fiscal acivitiesare dispersedamong a
number of Stae Orgaizations.Thee
respansibilitiesindude, bu arenotlimited
to:

-Develgpment ad ongoing maitenance of
the Sat e 6 aciaf mamagemet and
accainting system;

-Annual compilation and execign of the
State dopemting ard capital budggts;
and

-Enauring proper appovalsover he Sta e §
daily transations.

At the Statedvel, DOA givesapprovals n
theSt at ardid maragenen and
acmouning sygem on behalf ofite Secretary
of Finance. ™B, the Contoller Geneal &
Office (CGO), ard the Office of the Sate
Treasurer(OST)also gply State-level
approvalsfor varioustransa&tions.
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2/282019 16.2 The Secrety isalsoresponsible for th The Secetary isalsoresponible for the Chapter 11
maintenance and operati@f the St 8 6| mantenane andopeaation of theStaté s Introductian
finane and acounting systen. finandial managemet ard accounting

system.
DOA delivers cemal suppaet to State
Organkiations and provides casistent and | DOA ddivers centra suppat to State
reliableinformaionto the piblic. The Organkiaions and provides corsgent and
Division is respamsike for estdlishing reliable information to the public. The
and implementing proecures and Division is respnsible br reporting,
regulations pdaining tothe Staewide accaintprocessing, stablishmentof the
accownting and paynll systems. Sta t gdherainternal contol structure and
prescripton of policiestha promde the
efficient and effective management &tate
reveruesandexpenditures.

2/28/2019 16.3 The Sta¢ Treaure isrespondile for The Stée Treasuer isresponsite for Chapter 1
recanciling the Staé 6 s kdacaunts and | recanc i | i n g starkeccd@mtsa t e g Introducton
payoll;

2/28/2019 165 New 1.6.5Auditor of Accounts AOA) Chepter1i
AOA perfams pos-audts, invedigatiors, Introduction
andinspections ofall state firarcial
transations The auditsshall besufficiently
comprehensiveto provide, but ot belimited
to, assurarethat reasmale dforts have
been made to ollect all manies dughe
Stae, that allmoniescollected or re@ived
by anyemployeeor official have been
depogedto the crediof the Sateand that
all expendiures have been legard proper
and made owylfor the puposes
conenplatedin thefunding acts of other
pertinent reglations. Theaudis stall be
made n conformity with geneally accepte
auditing principles and pradtes.

2/28/2019 1.6.6 At the Organization level, dy At the Oganization ével, onlyDepartment | Chepter 11
DepartmehHeadscanconfer approval Heads @nconfer approval authaty, by Introduction
authaity, by desgnatingcertain designating certaiemployeessappiovers
employees aspprowersinthe S at | intheState $finarcial managemet and
financemanagementad acounting accountingsysem.
system.

2/28/2019 1.6.7 Business Minagersre entrustedvith the | Dedgnaedapprovers or BusinessMaregers | Chapter 1i
authorty to comnit an Organizaion to a areentruste with the auhority to conmit an | Introduction
purse and approveansadions at the Organizaton toa purse and apmve
Organizdion level. transacins at the Ora@nizdion level.

2/28/2019 1.6.7 Designated\pprovers are required to Designatd gpproversare requiredto proces | Chepter 17
process trasactions acording to the transactims accoding to he pdiciesand Introduction
policies and procedres diseminated procedires dissemirted Ithis Manual and
this Manuwal and fromtime to time, by from time t time, by DOAandare
DOA and are regonsibie for correctly respondile for caredly recognzing and
recagynizing and direting tranactions for | directing transactiosfor proper processing
properprocesfng as part of the as part of tle ransction review process.
transaction review proces

2/27/2@9 6 TheSt s Amrovas Policy delinedes The Stat GApprovals Policy delineates Chaper 61
approvalsecesary toprocess andeacord | approvds necesary to poces and ecord Approvals

transactiosin the Sated 8nancid
managemet and accountingystem First
State Finanéils (FSF.)

transactions in he Sta e financial
managerent andacoounting sgtem.
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2/27/2019 6.1 - Only authorized organiz&éon heads may | -Only authorized organization heals my Chaper 61
delegateapproval athority for thereview | ddegate aproval authaty for thereview Approvals
and approwal of transations inFSF. andapproval of transations intheda t e 6

financial mangement and accountin
sygem.

2/27/2019 6.1 - Approvers auttorized to transact -Approvers auhorized b transatbushess in | Chaper 61
businessn FSFacknowledge ad agre t h e s naeial m@nagerfient and Approvals
they are acceping apublic trust trat accounting gstem aknowledge and agree
includesthe respasibility to: theyareacceptinga publc trug that ncludes

the espondbility to:

2/2712019 6.1 - An individud may be authdzed toinput | - An individual may beauthoized toinput Chapter 6
or submit tansacton dat into FSF, but | or subnit transation daa inb thestad e 6 s| Approvals
this isin and of itsé does notcorstitute financid managerart and accanting
approval authority. system, buthisis in andof itself daesnot

consttute approval athority.
2/27/2019 6.2 - Vehicles - VehiclesPurchasedor Stae Use Chapter6 i
Approvals
2/27/2019 6.2 - Appropriation 40231 (Homknd Homebnd Security Gant(Appropriation Chapte 6 i
Secuity Grant) 40231) Approvals
2/272019 6.2 Transactiorapprovals & pocessedand | Transcion appovals ae processed ad Chapter @
recorded electrorically in FSF, excepffor | recorded eéctronially inthe sét e 6 s Approvak
afew inganceavheremanualhardcopy financial mangemen and accounting
(or facsimile) dgnatures areequires sydem, exceptdr a fewinstances whre
Manual transactons are recatedin FSF manual hardcopyor facsimile) signatures
after dl approwals hare beenobtained are rejuires.Manual transa@ns ae
outsde of the electronic sytem. recorded inhi e s tinancia rdasageent
and accountirg system afte all approvak
have leen obainedoutsideof theelectroric
sygem
2/27/2019 6.2 Columni Form Location Thesat e 6 s Mmanagenentanda | Chaper6
Chart | Replace dl FSF accouning system Approvals
2/27/2019 6.2 Requisition, RQ,Electranic, NO Deleted Chaper6 i
Chart Approvak
2/2712019 6.2 - Vehicles - Veticles Puchagd for State lde Chaper 61
Approvals
2/27/2019 6.3 Transactionspprovals are enteredito Transations @provds are eteredinto the | Chapte 61
FSF at loth the Stae and Crganization stae &fimandal managemat and accountig | Approvals
levels. systemat both theStateand Organizabn
levds.
2/2712019 6.3.1 | -Office ofthe Governor ath Attorney Officeof the Govemor (OGOV) and Chaper 61
Geneal Attorney Geneal (AG) Approvals
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2/27/2019 6.3.1 | The Satemaintains thee sepate The State maintins tree separat8igrature | Chapter 6i
Signatue Desgnee for Appoving Desgneefor Approving Transations forms: | Approvals
Transadbnsforms: one for State onefor State employeegne for norState
employees, onfor nonState employe | empbyees, and one for Heal of
and one ér Headof Organization. The Organizdion.
auttorization ofnon-stae empbyees to | NOTE: The authoizationof non-state
appro\e trarsactiors mus be justified by | enployeesto aprovetransactions muse
the Organizatio Head oa Cabinet justified by theOrganization Heacbr a
Secretry. The formis alsoapprovedby | Cakinet Secrdary. Theformis al®
the F§- Manager andDirector of DOA. approved bytie FSF Manager and Diror
Theauthorization bHead of Ogarization | of DOA.
to apprwetrqmgctiom must be jusified NOTE: The authorization of Heal of
by theOrganizdion ard thenapproedby | 54anizgion toapprow transations must
the FSF ManagerandDirector ofDOA. be justfied by the Organization. The form is

also appovedby theFSF Manager and
Directa of DOA.

2/27/2019 6.3.2 | Organiations may seheir own iremal | Orgarizations ma set their owrinternd Chapter @
appioval requiremerts, butall transadbns | approval reqiwements, bual tranadions Approvals
require,at a minmum, he appoval o the | reguire, at aminimum, theapprovalof the
Organization 6 reternél Accountat (1A) Organka t istnteidal Accountant(lA) and
and BusinesManager (BM) for proper Busines Manager (BN for proper
processiy in FSF. processigint h e sinaecile 6 s f

manag@mer and acounting systen.

2/27/2019 6.3.2 NOTE: Theform isalso aproved by the | Theformis al® appravedby thestatés Chaper 6i
FSFMarager ad Direcor of DOA. finandal managemerand acounting Approvals

sysem Manager and Diretor of DOA.

2/272019 6.3.2 NOTE: Theform is also pproved bytie | Theformis also aprovel by thes t &t e { Chapter 6i
FSFManager andDiredor of DOA. financial manayemert and acounting Approvals

system Manageand Diedor of DOA.

2/27/1200 6.3.3. | Organizations @n submit a reges to FSF | Orgarizations can submita requesto the Chapter6 i
to eliminae the Deparhert Fiscal statds finencial managerantand accounting | Approvals
Contact, sydemto eliminatethe Depatment Fisca

Conact,

2/2712019 64 Eledronic signatures armnsicered legal | Elecronic signatures areansideredeggl Chaper 6i
andvalid approwal sigraturesfor and \alid approval signtures for Approvak
transactions pocessedin FSF for al trarsactons proesedintoth e st at
GovenmentalOrgankatiors, provded financial management and aounting
that: sygemfor all Governmental Organizaions,

provided that:

2/27/2019 6.4 - The useof FSFby all State - The wse of the stted snartial Chaper 61
Organizatimsand DOF onsttutes an maregement and acouwnting sysem by al Approvals
agreenentto condud business usg Stat Organzationsand DOF consitutesan
eledronic transactionandsignatures. agreenent b conduct busings using

eledronic ransations and sigatues.

2/27/12019 6.4 In all such cags where the ettronic In dl such cases here the eletronic Chaper 6
signaurelppiova recuiremens have signaure/gpproval requirments have leen Approvals
been met, the electonic gprovalor met,the dectronic approval orsignatire
signatureattache to a ransacton shdl attached toatrarsadion shall stfice to
suffice to eblish heelectronc edablish the elestronic transation asthe
transaction as th transation of record in | transction ofrecodinthe st a tc&ld ¢
FSF for the Sate Organizatin. maragement and aoanting sysmfor the

State Oganization.

2/27/D19 6.4 This policy validate the seof electroric | This pdicy validate the se d electonic Chapter6 i

signatures fothe pra@essng of signature for the praessingf transactiols | Approvals

transations that aceptelectronic
approvals h FSFand remgnizes the leg
autha i t y é.

thatacceptelectionic approvals nthesta e
financid managerant and accanting
system andacoqizes thelegd authortyé .
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2/27/2Q9 6.4 An electronic appova granted, submitted, | An electonic approvagranted, submittd, | Chager 6i
and recaded in FSF B legally bindng and | and recordel in the stag¢ $financial Approvals
acceptdle asa sigrature of recordfor the | management analcouning system is
transaction. legally bindhg andaccetable asasignature

of record for the transacton.

2/127/2019 6.4 FSF requires a hardcopyf the The s tfiaanc@lavenagement and Chapte 61
transaction,with &l designatedsignatues, | accouwnting system requirea hardcopyfthe | Approvals
é é transaction, with all desgnated signaures,

2/27/2019 6.5 OMB reservestheright to reviewand OMB reserves theight to review and Chapter 6
approve requisitons,purchase ordef and | approve purchae orders, and voucherson Approvals
vouches onan as neded kass an as eeded basis

2/27/2019 6.5 http:/gssomb.delaware.gv/defadt.shiml | https:/mymarkeplacedelavware.gov/defaut. | Chager 6i

shtml Approvals

2/27/2019 6.6 Organiations sould refer tothe FSF Organizaions shald refertot h e st a| Chapter @
Websitefor thecurrent listof special ad finandal management anccaounting Approvals
hocappovers systan Website for the current list of special

ad-hoc aproves
Https://extranet fsf.state deus/jobaids/ap/
AP100//Ad%20H0c%20Appvas.pd
2/27/2019 6.6 State Insuance CoverageOffice of the Stae Insurace CoverageOffice of the Chager 61
Chat Office of Managementand Budge (18 Depatment of Human ResourcesDHR) Approvds
Del. C. 86508and 86509 Budget(18 Del. C. §650®)
2/27/20B 6.6 For ALL insurance Rqusitions,Purchase| For ALlinsurance Purctase Oders, or Chepter 61
Chat Ordes, or Dect Chims. DirectClaims. Approwls

2/27/2019 6.6.1 Purchaseorders, equisitions and direct Purchaseorders and drect chim vaichers Chapter 6
claimvouches relating to T purchases relatingto IT purchasesare to be sat to Approvals
areto be ®rtto DTIé .. DTX @ @

2/27/2@9 6.6.2 The Inswane CoverageOffice of OMB Thelnsurance Coerage Gfice of DHR hs Chapter &
hasthe certralized resposibility for the the centrdized esponsibility for the Approvals
operaion of StatensuranceCoverage operation of Stae Insurance Coverage
Program. Progam.

2/272019 6.6.2 This appoval is requiedfor dl insurance | This gproval isrequired for all inswrance Chapte 6
related requigions,purchase oders, and relatedpurchaeorders, and Approvals

2/27/20B 6.6.5 | Reguisitions, purchas oders chame Purchaeorders, hangeorders, and itect Chepter 67
orders, ad direct claim vouchers codeto | claim vauche's codedo Sclool ¢ Minor Approvds
Schooli Minor Cagital or BondAccourts | Capital oBond Acounts requirethe
require the approval of DOE i Capitd approvalof DOEc Capital Rrojedts
Projeds MaragementCharte schal Managenert. Charter schoolpurchase
requsitions purchae orcers change orders, charge orcers
ordas '

2/27/2019 6.6.8 | Requisitbns, purchas ordrs, change Puchase oders, changeorders,and drect | Chapte 61
orders ard direct daim voudhers forthe | clam voudiers br the purchaseof posiage Approvak
purchase of pdage madines and meter | machines and metes need the approval d
need the pproval of OMB& GSS. OMBR GSS.

2/27/2019 6.69 Requaitions, purchseordess, change Purchae ordes, chage ordes, aml dired Chapter 6i
ordess, and direcclaim vouchers need the | claim vouchersneedthe approval ofDEMA Approvals

approvdof DEMA t o0 é

t oé
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